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PREFACE 

jThe power to usefJu* EiiKli'^h Kuif^uage in a himjile, act'urale, and 
Kraceftll nmiiner, whether in writing or in spi'ech, is one of the most 
important acconiphshmeiits which tlie commercial student can 
possess, and it is with the object of providing some assistance tf> 
tills eiul tliat the present work lias been written. 

The stiulent Is recommentled to work out in draft tlie answers 
to the (jiiestions at the end of eat h chaiiter, and then to copy them 
neatly mtfi .m e.xeicise book kept for the pur|)ose. It is advisable 
to write not more than one lettei on eacli page so that the require- 
ments in regard to tlie external a])j)earance of the letters may lie 
answt i(>d 

The iir^t step m the study ot commeidal correspondence is the 
reprodut tion of the exain])les fiom memory. This should consist 
not merely in re-<opMng the examples. l>ut in acquiring a thorough 
nu ntal grasp of the subji( t-mattei of each ty})e of letter, so that 
any sul)se(pieiit lefeieiK e to the book may be rendered unnecessary. 
If this procedure be c(»nseientiousIy adojUed and the temptation 
to repeat sitinething mechanically committed to memory be resisted, 
progress will soon be made and the student will begin to manifest 
his own powers of initiative and self-reliance. 

riiroughout an attempt has been made to graduate the woik 
so that the exercises range from questions invfilving simjde repro- 
duction of examples to those* winch n‘(|uire a certain amount of 
crc'ative capacity. 

A number of the themes suggested in the latcT chapters of the 
book arc* intended to seive as a basis for rc*s(*arch wenk, and the 
ill be expected to makf observations and draw ujxni bis 
own ousiness experience in attempting to weak sueb exercises. 
Indeed, it is only in this way, wiu ri knowledge is acquired by one's 
o^n activity and experience, and has U'en properly digested and 
absorbed, that it is able to serve as the basis of a true commercial 
education. 


London*. 


JAS. STEPHENSON. 
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INTRODUCTION 

With th# remarkable improvements in the means of transport 
during the last century, the opening up of new markets, and 
the progress of technique in almost every domain of human know- 
ledge, there has also taken place a corresponding increase in the 
importance of commercial corresj^ondence. The truth of this remark 
can be corroborated by a reference to the various types of letters 
written fifty years ago as compared with those of the present day. 
Moreover, many formal phrases which were in common use at an 
earlier period have fallen into disuse, without detracting in any 
way from the value of the letters. 

A simple and precise mode of expression is a desideratum of 
modern correspondence and this brevity has b('en brought about 
by the exigencies of present-day business. The necessity of restrict- 
ing the amount of work involved in writing has manifested .itself 
more and more and has led to the use of a large quantity of printed 
matter as well as to the introduction of the typewriter. Govern- 
ment authorities have likewise abandoned the former heavy official 
language, and have tended to adopt a more abbreviated style. 

. Commercial correspondence is the approach to commerce through 
the medium of letters, and the function of a trader’s correspondence 
with his customers is to open up and maintain business relations, 
to introduce and conchule transactions; so that it may properly be 
'egarded as the mental side of commercial activity. Although 
personal solicitation may often be preferred to that by letter, in 
nany cases it is too expensive and involves too great a loss of time. 
To-day more than ever the motto " Time is money ” holds good. 
In order to avoid tlelay, orders are frequently given or cancelled 
3y telegram. 

Where new areas of sale are being opened up in a foreign country, 
t is olifcasionally the custom to engage a super-cargo to accompany 
he ship, who has the authority to sell the cargo in the foreign port, 
to finU another cargo for the return voyage. However, this 
expensive metHod is nowadays very rarely adopted, especially in 
fases where the foreign country possesses a regular postal service, 
ind where reliable persons are settled who are willing to undertake 
ix 
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such business. For this reason, business of this kind is now usually 
transacted either by letter or by telegram. 

To conform to the re<tuirements of commercial usage, transactions 
diould always be ei^bodied in writing, so that possible disputes in 
the future may be avoided and business can assume a fixed and 
permanent form. The expression in writing of terrns l^nd condi- 
tions mutually agreed upon, and obligations entered into, gives the 
business letter the appearance of a formal declaration which may | 
serve as evidence in a court of law. For this reason it is advisable I 
for the trader to preserve the letters received as well as copies of j 
those dispatched by him, for a period of several years. As the | 
commercial correspondence thus entails great responsibility, the i 
jit most care is demanded in it^ execution. 

The preliminary conditions for. proficiency as a Commercial 
Correspondent are gt'neral knowledge and experience of business, j 
al*'thorough conception of the subject-matter in hand, a high degree 
!sOf care, a knowledge of style, and a proper acquaintance with the 
ruk|i ^-English grammar. The best results can be obtained only 
wheil Sil..these qualifications are combined in one and the same 
person; The aim of this work is to provide the means by which 
the* student may be trained to perform with success the duties of 
a Commercial Correspondent, and at the same time to afford him 
ample opportunity for the improvement of his English. For thi'^ 
reason every sectioir of commercial correspondence is explains i 
in its main features, and an attempt is made to illustrate it . by 
examples fimnded upon ])ractical business. 
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PRACTICE OF COMMERCIAL 
CORRESPONDENCE 

SRCTION I GENERAL PRINCIPLES 


CHAl'TKR I 

The: Form and Akiuncikment ue a Le:tter 

Like evcrytliiiig sent out l)y a business concern, the outward 
form of its letters should create a pleasing imjiression if tlu'y are to 
be a credit to it. The writing materials must be good and the' 
liandwriting or typewriting must be carefully executed. 

THE LETTER HEADINO is an important matter, the printing of 
which should be in accord with the paper, and it should be in har- 
mony with any illustrations that may appear at the head of the 
paper. It need not contain any particulars other than the name 
of the firm, the line of business, the address, the telegraphic address, 
the code used, and the telephone number. Any overloading of the 
heading shows a lack of taste and destroys its effect. 

Sometimes a letter reference is given at the jb^d of a letter 
with a request that it be quoted in any reply triereto, so as to 
facilitate reference to the copy ; thus, 


or 


Any reply to 
this rommuoication 
should quotSft — 


125 


In your reply 
refer to: — 
M 


■ 
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In the former case the letter M indicates that the communication 
at the head of which it appearaiwas copied in M letter book; while 
the figures 116 give the page of the letter book on which the copy 
will be found. In the latter case the initials J.S. represent those 
of the person dictating the letter, E.O.S. those of the typii^t, whilst 
125 refers to the subject-matter of the correspondence. 

WRITING PAPER. — Generally a fine white quarto paper is 
employed, which should not allow the ink to soak through. For 
short communications a half-sheet of quarto paper is used, and is 
headed “ Memorandum.” The heading of the form is printed and 
spaces are provided for the date, name and address of the addressee. 
Memoranda are not usually of sufficient importance to require 
signing, although sometimes they are initialed. Before the letters 
are dispatched, it is advisable to read through them a second time 
in order to compare any figures that may occur in them, and to make 
any necessary corrections. 

In the event of many corrections being required, the letter ought 
to be re-written. 

For correspondence with foreign countries, a tougher sort of 
paper ought to be used, as also for letters containing remittances 
and for registered letters. The latter should also be sealed with 
wax, and marked in accordance with the requirements of the 
postal authorities. 

In most cases only one side of the letter paper is written upon, 
and a margin of about one inch ought to be allowed on the left-hand 
side. To make a letter easily readable, it is advisable to avoid 
overcrowding the various lines. 

ARRANGEMENT OF A LETTER, — For the sake of clearness and 
convenience, a business letter usually consists of the following 
six parts — 

(1) The Heading. This indicates the name of the writer or of his 
firm; the place and date; the telegraphic address; codes used; tele- 
phone number; and any reference number to be quoted in ca8e of 
reply. 

(2) The Inside Address. This consists of the name and place 
of residence of the addressee. 



Margin. 
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Diagram Showing the Arrangement of a Business Letter 


( 1 ) 

^ -v ^ The Heading 

• . " ^ (Place and date) 

( 2 ) 

The inside 

Address. ^ ^ 

(3) 

The Salutation, 

(4) Body of the Letter. 

First Paragra])h 


Second Paragraph 


Third Paragraph 


(5) 

' ^ ^ The Complimentary 
Close. 


( 6 ) 

' ' The Signature. 



4 


PRINCIPLES AND PRACTICE 0? 

(3) The Introductory Salutation. This is the complimentary term 
used to commence the lett^ The chief forms prescribed by 
custom are — 

Dear Sir, 

Sir, 

My dear Sir, 

when writing a business letter to a man, and 

Dear Sirs, 

Sirs, 

Gentlemen, 

My dear Sirs, 

when addressing a firm or company. It should be observed tliat 
the salutation is followed by a comma. 

(4) Tho Body of the Letter. This contains the menage or 
information to be communicated, and is the part of the letter 
which is of the greatest importance. The various topics dealt with 
should be treated in the order of their significance, and a .separate 
paragraph should be devoted to each. Wlien everything has been 
said about one particular topic, the next sentence should begin on 
the next line immediately underneath the first word of the preceding 
paragraph, and about half an inch to the right of the margin. (See 
example on page 

(5) The Complimentary Close. This consists of the words of 
respect or regard used to express the feelings of the writer towards 
his correspondent, and should follow the body of the letter on the 
next line below. It should always be consistent with the salutation, 
and its words should never be abbreviated. The most generally 
used are— 

Yours truly. 

Yours faithfully, 

Faitlifully yours, 

Yours obediently, and 
Yours respectfully. 

(6) The Signatore. This is the name of the writer or of the firm 
or company he represents, placed after the complimentary dosct 
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t naturally varies according to the authority of the person signing 
he letter. The chief types of signage are as follows— 


{a) A Sole Trader— 

{b) TftE Signature of a Partner— 


John Smith. 

Smith, Brown & Co. 


(c) Legally Authorised Partnership Signature— 

per pro. Smith, Brown & Co., 
John Hall. 

( d ) Unauthorised Signature— 

For, per or pro Smith, Brown & Co. 

T. Jones. 

(f) Public Official— 

The Worsley Urban District Council, 
Phythcau Monks, 

Town Clerk. 


When answering a letter care should be taken to see how the 
writer signs himself, so that his particular form may be used when 
addressing him. For example, if the signature ran— 

“ A. Risdon Palmer,” 

in’d the address at the head of his letter was— 

96 Queen’s Road, 

Wimbledon, 

he reply to his letter should commence thus — 

A. Risdon Palmer, Esq., 

96 Queen's Road, 

Wimbledon. 

nd not A. R. Palmer, Esq., etc. 

Again, the full ftifnes of the firm or company should be used in 
11 letlprs, since they constitute the name of the business, and no 
rbitrary changes ought to be made, such as "A. E. Rdbinson 
f Co.” for ” Alfred Edwin Robinson & Co.” 

If any enclosures are to be forwarded with the letter the numbef 
ugM to* be marked in figures on the letter at the bottom left-hand 
otm, thus; a Enc. 





lient Servant 
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Poflteeripts should be avoided, as far as possible, but unfortunately 
some correspondents make a habit of employing them, although 
they usually create a bad impression. In exceptional cases only 
is it admissible to use a postscript, as for instance, if, after the 
completion of a letter, events have occurred which ought to be 
communicated immediately to the addressee. The postscript 
begins with its abbreviation " P.S.," and as a portion of the letter 
it requires the signature of the writer, or at any rate, his initials. 

The student is recommended to study carefully the table on 
page 6, which contains the various forms of address, introductory 
salutation, and complimentary close, which should be used when 
conducting correspondence with persons in different stations of life. 

As a trader may be placed in the position of having to make offers 
to persons of different social rank, he will have to pay attention to 
addressing them by their proper titles. 

ADDRESSING POSTAL PACKAGES. — Every address should be 
clearly written, and above it a clear space should be left for postage 
stamps (which should be affixed to the right-hand top corner of the 
cover), and for post-marks. Telephone numbers and abbreviated 
addresses registered for telegrams should not be used. 

The address should include in all cases — 

(1) Name of the addressee. 

(2) Number (or if there is no number the name) of the house; or 
. building. 

(3) Name of street or road in which the house or building is 
situate. 

Wliere the place of address is in the London Postal District there 
should be added the name of the Sub-District (e,g., Hampstead); the 
initials and number of the district (e.g., N.W.3); and, if the place of 
posting is outside the London Postal District, the word " London." 

Where the place of address is in a large town there should be 
added both the name of the Sub-District and that of the town, e.g,— 
Edgbaston, 

Birmingham. 

WIfere the place of address is elsewhere within the United King- 
dom there should be added the name of the place and the name of 
the Post Town, e.g . — 

Worsley, 

near Manchester, 





FOBKS OF ADDRESSINO FOSTAl PACKAGES 





FORMS OF ADDBESSINO POSTAL PACKAGES 
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Where the place of address is not in the United Kingdom there 
should be added — 

(1) The name of the place. 

(2) The name of the Province or State, e.g., Ontario, California. 

(3) The name of the Dominion, Colony or Foreign Country, e.g., 

Canada, Jamaica, France. » 

Examples of these various forms of addressing postal packages 
are shown on previous pages. 

TEST PAPER I 

1. Why is it important to attend witli care to the outward form of 
a business letter ? 

2. State the use of Memorandum forms. 

3. State the parts into which a good business letter may be divided, 

4. What is a Letter Reference Number and why is it used ? 

5. Make out a form of heading for a business letter, 

6. Set out, in proper busine.s.s style, the following letter — 

Date: Ifith March, 19. . 

From: The Cornubia Rubber Co., Ltd., Eppingham. 

To: Hosken, Harvey & Co.,. 127 High Street, Musdcan. 

Referring to your inquiry of yesterday’s date we have pleasure 
in enclosing herewith the new issue of our price list. You will also 
be able to judge of the quality of our goods by the samples that we 
take the liberty of sending you to-day by carrier. We beg to draw 
your particular attention to the fact that the magnitude of our busi- 
ness enables us to command the highest skill that can be obtained. 
Trusting to be favoured with your esteemed orders, which shall have 
our prompt attention, we are, dear Sirs, yours faithfully. (L. C.) 

7. Display the following letter in businesslike style — 

1/1/19. Dear Sirs, The Clear Type Foundry is now recognised 
as the leading Foundry in the British Empire in a position to supply 
Printers with Type and Printing Material on the Point System. It 
is true that Printers can get their Point System Supplies from other 
sources, but there is no Foundry in the British Empire at the present 
time, except the Clear, exclusively run on Point System basis. The 
advantages to the Printer of a Foundry whose object is to obtain 
perfection in systenx and workmanship, regardless of expense, must 
be at once obvious. Some idea of the size of our works may be 
gained from the fact that, standing in over four acres of land, the 
buildings already cover over one acre. Within six months of the 
main building being opened it was found necessary to double the 
building and plant, so this does not look, as some of our critics 
prognosticated, an early fizzle out. It is just as well that the pj,em- 
bers of the trade should know these facts, and thus dispel any idea 
of the liability of failure in obtaining sorts at a future date. Nor 
need they have any hesitancy in placing orders on the grounds that 
the material is likely to be inferior. It stands to reason that having 
invested so extensively in buildings and plant, the proprietors are 
not going to spoil the ship for a ha’porth of tar, and give to the trade 
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poor quality of material. The proprietors of the Clear claim that 
their metal, irrespective of the rise in price of metals, is always on 
the same basis of alloy, and it is comprised of a workable alloy of 
copper, tin, antimony, and lead. Yours faithfully, 

8. Direct envelopes to — 

(a) A Clergyman; 

(h) The General Manager of a Railway Company; 

{c) The Clerk of a County Council; 

{(I) A Member of Parliament. 

9. How would you indicate the enclosures in a letter ? 

10 When should a postscript be u.sed ? 

1 1 . Display the following addresses as for commercial envelopes — 

{a) William Light, 

Builder and Contractor, 

Commercial Road, 

Mile End. 

{b) The British Life Assurance Co., Ltd., 

30 Leadenhall Street, 

London, E.C. 

{c) The Secretary, 

The Union of Instil utes, 

33 Blackfriars Street, 

Manehestcr. 




CHAPTER II 

Characteristics of a Good Style 

PERTINENCY.— More important than anything else in a business 
letter is that it should be pertinent, that is, it must be suitable to 
serve the purpose for which it has been written. Apart from a 
knowledge of the English language, this necessitates a thorough 
knowledge of the subject-matter about which the letter is to be 
written, for no one can hope to be a good correspondent without 
a knowledge of the facts or of the particular branch of business 
with which he intends to deal. One of the best means of obtaining 
a knowledge of these facts is the perusal from time to time of the 
files containing the letters. If the writer of the letter has mastered 
the subject-matter, his art is then confined to the task of drafting 
the letter in the simplest form, in well-rounded sentences, but with- 
out any verbosity or intricate phraseology. Of course, the use 
of technical or commercial terms is not only admissible, but on 
account of the accuracy with which they express business matters, 
their use has even become necessary. Moreover, as a large number 
of phrases and sentences are regularly recurring, printed forms are 
used for some types of business communications. Of course, _ 
there are many instances for which neither printed forms nor 
precedents can be employed. 

When opening up new and important business relations, the 
correspondence must aim at being explicit. Here the writer of the 
letters will fulfil the essential of pertinency by developing asy;^ematic 
scheme, and by so arranging his thoughts that they form a clear 
an<J complete whole, thus helping to convince the recipient of the 
letter that the proposition advanced is both feasible and desirable. 
If reference is made, in the drafting of the letter, to the usages of 
the firm, and to the special benefits accruing to its business friends, 
this does not diminish its pertinency, but rather increases it. Qp the 
other hand, there should be no place in business letters for the 
expression of sensitiveness and irritability, nor for satirical remarks 
or gibes. 

CLEARNESS. — Next to being pertinent, a letter must possess 
the essential of clearness. The importance of this is seen from the 
12 
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success with which business correspondence fulfils its chief function, 
viz., its power to establish the conditions of any business transac- 
tions in such a manner as to avoid any subsequent differences of 
opinion or disputes. Hence the greatest care has to be exercised 
in selecting those expressions which correspond best with the ideas 
which the writer desires to present. 

BREVITY. — A letter drafted so as to be pertinent will, of course, 
be no longer than is absolutely essential, although brevity is by no 
means the most important essential. Wliere it is a question ot 
convincing or influencing the decision of a customer, it may be 
necessary to enter into details. Many misunderstandings may then 
be prevented, and many inquiries rendered unnecessary. 

COURTESY is undoubtedly one of the characteristics of a good 
style of commercial correspondence, as indeed of business intercourse 
in general. This does not manifest itself in the use of superfluous 
words, however, but in the general civility of tone, which, together 
with a polished style, constitutes the reasons why the correspondence 
of well-organised firms reads so well. Hence brevity in a business 
letter should never be permitted to degenerate into abruptness, 
and the person who writes clearly will never commit necessarily the 
mistake of becoming disagreeable. Further, the wise correspondent 
will always call the mistake of a third party an “ omission," and 
not an “ error," and will never declare a statement to be " untrue," 
but will simply mention " that it docs not correspond with the 
facts." Should any customer make a foolish request, he does not 
tell him so, but merely " regrets that he cannot fulfil his wish for 
such and such reasons.” Further, the trader who lacks human 
sympatl^y and goodwill to such an extent that he does not attach 
any Val^e “to courtesy, will nevertheless have to try and practise 
it for business reasons. Indeed, the maintenance of business 
relations is bound up with so many sacrifices of time, energy, and 
money, that it would be foolish to risk loss or failure by a repulsive 
style of correspondence. 

0||THOGRAPHY AND PUNCTIIATION.-Orthography or spelling is 
the art of combining letters correctly in order to form syllables and 
words, and mistakes in orthography imply that the writer has not 
got a proper picture of the word in his mind. Mistakes of t^is 
kind are not rare, and always create the impression that the writer 
of the letter is either careless or has received a faulty education. 
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R i&herefore, in thi interest of a correspondent tcfvgilird a^nst 
spi^ig errors by coilsuiting a dictionary in cases of doubtful spring. 

'Tnfc rules of punctuation are also of special importance, since 
^hey indicate where and why the different marks of Juncti^tion 
hav^, to be employed, a The pimctuation markf are necessaiy to 
divji(3te sentences, to s^arate the various menders ^ {be came 
sent^ce, and to ensurelclearness in meaning. Atf they Ire reafiy an 
to the understanding of the reader, their i&p is not go\^rned 
by. fed rules. The iftset between pages 14 arr&||5, lfi)weyei, will 
a guide to the student in helping him in the-use of these stops, 
essential requi|ements of a good commerciah style may, 
jth^^ore, be summari&J as follows— . - 

Pertinency, The)' letter .'should be fit to serve) the ptjrpo^ 
it has beenr■^•^4itt^, must be to the point,, and should 
)"|6^a^st a thorough kfiO^Ied^e of the subjcct-niafter \iith wfiich 
!|fc^ts to deal. ~ 

• 4*^$Courtesy. A poljtC form of language should be.used,‘Vhi(^ 
'“'.^^ot become effusive, hit it should be natuiil, fluent but fr^ 

. self-consciousness,, ani should avoid superfluous flattery, 
) phrases, and persona^ irritation. : \ : 

' (S^^BrevIty. A short and concise mode of expression is. essenti^, 
should aim at expres^ng as much as |)(;)4ible in as briefs 
fornv'as is consistent with clearness and courtly. ) ) • , ' 

, (4^Iearne8s. A careful silection of words isMe^?&aty:SO as tO 
exd^e obligations which were never intended^' dnd f6 convey tl|0 
, cc|n^te and exact meaning which was intended. There "shouB 
al§6 be the greatest possible restrictipij- fheeuse of fQFfjign or 
unfs^lliar words, as well as the avoidance ofiidtpulous abbreviations 
andi^^pressions which tend to distoi-f tli J^'^age. ^ ^ 
ifliconclusion, it should be remem^^otfi^tMe reply.,t6 a letter 
ougijl never to be delayed, and th| fep^rk appife's^to the 
' ackj^gi>yledgment of remittances. Iif ^^|l|-|i^|jflsed firr^’M is the 
.. JtUle ^0 answer every incoming letter as soon as possible, evdA if the 
Otd^'^or inquiry contained therein cannot be d?ealt with at ^ce. 

to reply to a letter is considered aji act of-^ii'scouilesy, of 
ythm no business man should make iiimself ^ilty. T < j 
. -^jters to foreign countries are g^rally writlen in the l^gUage 
dfitmt country, provided the corres^ndent has a thorougi know- 
of f language. In the absence of thi^ it is adt^ble to 
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write in English, since it be easier for the recipient the 
letter to translate from .a foreign language into his own, than it 
would be for the sender of the letter to translate it into a 
language. 

From the foregoing remarks it will be seen that a so-called 
mcrcial style of letter writing really does not exist, andJ^^that 
commercial communications are distinguished from or&^ 
correspondence merely by their brevity and conciseness of,|^^, 
together with the employment of certain technical or commiwdhl 
terms and expressions. Hence it is simply a question of mastS^g 
the subject-matter and tlje language. The correspondent jliust 
know what he has to write, and his task is to place this on pai^^ in 
the proper order and to find the correct expression for the various 
ideas as quickly as possible. 

TEST PATER II 

1. Mention one of the best methods of acquiring a knowledge 

facts appertaining to the particular business in which a p'er^ll'w 
engaged. ' . 

2. What test would you apply to determine whether the correraj^** 
ence of a business was expressed with clearness ? 

3. To what extent should the correspondent aim at brevity in 

composition of his letters ? ^ v 

4. What do you consider arc the essentials of a good Of 

correspondence? 

. 5. '^Titc three sentences to illustrate, in the specified ordefis^e 
uses of — 

(a) A dash, a comma, a note of interrogation « 

{b) A semi-colon, a parenthesis, and a note of exclamatiori? ‘ 

{c) A colon, quotation marks, and a period. 

6. Compose a passage of eight or ten lines to show your acquainl^ce 
with the use of the following stops: comma, semi-colon, colon, full^itop, 
notes of exclamation and interrogation, inverted commas. 




CHAPTER III 


The Application for a Situation 

A PERSON desirous of applying for a vacant situation should answer 
the advertisement as soon as possible in a polite but natural manner, 
arjd strictly according to the truth, especially in regard to his former 
employment. It is advisable not to indulge in too much self-praise 
nor to be too exuberant over one’s own capabilities. Copies of 
testimonials should be enclosed. 

The replies to applications should not be delayed, and in 
the case of the acceptance of an offer of service, the duties 
and the salary should be clearly stipulated. If necessary, the 
applicants should be invited to present themselves in person 
and, if unsuccessful, a few good wishes for their future welfare 
might be expressed. 

It is now proposed to examine carefully the examples in this 
chapter, according to which it will be seen that a business house 
is in want of a young man of good education to act as junior clerk. 
The advertisement calls for an answer in the applicant's own 
handwriting and a description of his educational career, the letter 
to be addressed to X 23 at the printer's. John Hamilton draws 
up his application and encloses a copy of a testimonial from his' 
former employer. 

THE FIRST EXAMPLE, then, is an Advertisement, the function of 
which is to bring to the knowledge of the readers of the newspaper 
the fact that a commercial firm is in want of a junior clerk. Since 
an advertisement has to be paid for at so much per line, it must be 
conceived as briefly as possible. On the other hand, if it has to 
attract the attention of the readers it must be conspicuous either by 
its size, contents, lettering, illustration, or by its frequent insertion. 
Advertisements which aim at pushing the sale of an article have, 
therefore, to assume a different form from the specimen which is 
now under consideration. Effective advertising in newspapers is 
an art which requires much skill, patience, and money. There 
are firms which spend hundreds of thousands of pounds sterling 
annually on advertising. However, advertising has often beefi 
known to degenerate into chicanery and swindling, and the wise 
16 
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ind conscientious business man will not fail to keep within the 
imits of good taste and legitimate methods. 

It is impossible here to give a collection of specimen advert ise- 
nents, but the fact may be pointed out that advertising is now 
undertaken professionally by advertising agencies which render 
considerable service to the business man who wants to advertise 
in a number of papers. 

In the specimen example, the firm advertising for a junior clerk 
does not publish its name but only gives the number of the box at 
the newspaper office. The name thus remains unknown to the 
applicants, so that the advertisement is an anonymous one. 

THE SECOND EXAMPLE is a Letter o! Application. It should be 
written in a clear and legible hand, and if possible the handwriting 
diould be attractive, although unfortunately this is not an achieve- 
ment within the reach of everybody. Everyone, however, is capable 
of writing clearly and legibly and should endeavour to do so. Many 
principals, in selecting their employees, make it a sine qua non 
that they should possess an attractive form of handwriting, and 
in search for that they frequently ignore the other qualifications 
of the applicants. This is obviously an over-estimation of the 
value of an art which is not given to everybody. Of much greater 
importance is clearness and legibility, for the number of errors 
resulting from illegible handwriting is enormous. If a merchant 
sends sugar instead of sago, or if he sends goods to Bolton instead 
3f to Brixton, or if he mistakes the due date of a bill of exchange 
for the 3rd May instead of the 3rd March, the consequences might 
be serious. All these errors may be due to illegible handwriting, 
ft is not advisable to cross out words or .sentences, to write between 
the lines or to make blots. If any of these mistakes occur the 
letter should be re-written. 

Like any commercial letter, a letter of application begins with the 
place and date of its origin, the particulars of which are placed in the 
top right-hand corner. As these particulars are of primary interest 
to tlj^ receiver of the letter, they must be placed in such a con- 
spicuous position that they may be found without any trouble. If 
the name of the addressee is unknown to the writer, the box 
number and address should be stated next in the place reserved for 
the inside address. Immediately following the introductory 
salutation is the body of the letter. 
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The contents of the specimen letter consist of a series of inter- 
related thoughts which find their expression in coherent language. 
There is thus a certain sequence of ideas which form the basis of the 
letter which is now to be discussed. This train of ideas should be 
worked out before writing the letter, either by first making a rough 
draft or by mentally developing the plan. The specimen letter of 
application contains — 

The Introduction, which refers to the circumstances giving 
rise to the letter, and may thus be compared with a personal intro- 
duction in the case of an interview. The cause in this case is the 
desire to make application for the situation as junior clerk on the 
basis of the advertisement. The concluding part of the introduction 
forms a link with the following portion of the letter. As the adver- 
tisement calls for an application in the applicant’s own handwriting, 
and for a description of his educational career, this is hinted at 
before passing on to the principal portion of the letter, and such 
a connection between the ideas is of extreme importance. The 
ideas are linked up with one another, and the succeeding one is the 
logical consequence of that which precedes, thus producing a certain 
fluency and coherency in the whole letter. 

The Second Paragraph states the principal events in the life of 
the applicant. The writer must express himself as briefly as pos- 
sible for, as already pointed out, brevity is one of the principal 
requirements of a commercial letter. He, therefore, refers only to 
the outstanding events of his life, but says enough to allow the reader 
to form an opinion of the applicant. He states the date of his 
birth, which gives the clue to his age, and also mentions his mis- 
'^fortune in losing his father at an early age, his education, the schools 
he has attended, the reasons for adopting commerce as his pro- 
fession; he als6 alludes to his efforts to continue his education, the 
reasons for being unemployed, and refers'To the testimonial of his 
first employer. 

The Third Paragraph expresses the conditions under which the 
applicant applies for the position, and is a natural conseqgence 
, of the preceding paragraph. 

The Fourth Paragraph contains the ‘applicant's promises and 
assurances. However, he does not promise more than what he 
thinks he cH keep. IJe says he will endeavour to merit the con- 
fidence of his employers in return for the favourable reception of his 
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application and the granting of the suggested salary. This para- 
graph is likewise intimately connected with the preceding portion 
of the letter. 

The Conclusion is the fifth and last portion of the letter. The 
applicant asks for further particulars, and expresses his feelings of 
esteem or^regard. If the applicant had been granted a personal 
interview with the firm, he would have spoken in a similar manner, 
and, generally speaking, when writing a letter it should not be 
forgotten that it is a question of an introduction first, then an 
interview, and finally a leave taking. The letter thus forms a well* 
rounded connected whole; a small work of art which, in its 
individual parts as in its entirety, is fit to create a favourable 
impression. 

The THIRD EXAMPLE is the Testinionial. The testimonial is 
a document which has for its purpose the proving of a certain fact. 
In this particular case it contains — 

{a) A statement as to how long, and in what capacity, the 
leceivcr of the testimonial has been employed with the person 
granting the testimonial. 

{b) The opinion of the principal as regards the character and 
ability, the industry and conduct of the employee. 

(f) The reason for the discontinuance of the contract of service, 
(d) A concluding formula containing a wish, following which there 
the signature of the person granting the testimonial. 

A testimonial serves its possessor as evidence of certain facts, 
ind if it is a good one, it also serves him as a recommendation. . 
The value of such a recommendation depends upon the opinion 
vhich the giver holds concerning the character and conduct of the 
‘inployee, and likewise upon the reliability and reputation for good 
aith which the giver enjoys. 

A testimonial may be drawn up either as an open and general 
estimonial, or as one addressed to a particular firm. Generally 
peaking, a business man does not attach much value to an open 
estimonial. He prefers to obtain information direct either by 
?tter^r by word of mouth. Recommendations obtained in this 
lanner have thus a far greater effect. This is known to the appli- 
ant, and he therefore mentions in his letter a person who is able 
0 give information about him. . A 

An open, unfavourable testimonial is, of J^urse, en®Iy devoid 
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uie, knd, if the giver of a testimonial has ground for Qomplaint, 
ewill probably remain silent on this point, and only state the length 
time during which the person has been in his employ. From the 
fact that the giver of a testimonial is silent in regard to the char- 
acter of the employee, it may be concluded that he has nothing 
favourable to say about him. 

As John Hamilton addresses himself to an anonymous person, he 
does not enclose the original of his testimonial, but a copy of it. 
This is a precautionary measure which should always be employed 
unless a person wishes to run the risk of losing his testimonials. 


EXAMPLE 1-AN ADVERTISEMENT 
SITUATIONS VACANT 


JUNIOR CLERK wanted for merchant’s office. Age 17. 
Apply, stating salary expected and particulars of scholastic 
training to X. 23 at the printer’s. 


EXAMPLE 2-LETTER OF APPLICATION 




' 
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EXAJTPLE 8-TESTIMlNUl 

(Copy) 

30th June, 19. . . 

Mr. John Hamilton of 90 Souths Hill 
Hampstead, has been emplojced in 
our firm as Junior Clerk from the 1st 
June, 1918, until to-day. H# has ex- 
celled in blameless behaviour, modest 
Conduct, and great industry, and has 
carried out all work entrusted to him 
with rar 0 #«kill and conscientious care. 
We very much regret that the liquidation 
of our business compels us to discharge 
him, and we wish him every success in 
his future cartel?. 

per pro. BOXALL BROS. , 

(Signed) Leonard Boxall, 

Senior Partner., 


EXAMPLE 4-APPLICATION FOB CLERKSHIP 

310 Winton Road, 

Worsley. 

20th Sept., 19 . 

Messrs. Thoi^pson & Jones, 

• Market Street, 

Manchester. 

Dear Sirs, 

With reference to your lldvertisement in to-day’s 
Times, ’ ’ I beg to offer myself as an applicant for the .clerkship 
which is about to become vacant in your firm. 

AIt||i||gh I am satisfied with my present situation, h has 
been my wish for some time past to extend my knq^vledge hy 
obtaining a positidh in a large commercial centre. * 

regard to my charactei and commercial experience, the#) 
copies of three testimonials which I enclave will ^ive you the,, 
fullest information. I shall be pleased lif ypu will be good 
enough to favour me with ap appointment^ for a^i^personal 
interview. ' ^ 

Should you decide to engage me, you may rest assumed that 
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it wotlld be my constant endeavour to merit your confidence 
by conscientious devotion to my duty. 

In anticipation of a favourable reply, 

I am, Dear Sirs, 

YoUrs respectfully, 

3 Enc. ^ John Rogerson. 

(S3C No. 5.) 

EXAMPLE 5-BEPLY TO APPLICANT 

U (See No. 4 ) 

Market Street, 

Manchester. 

24th Sept., 19.. 

Mr. John Rogerson, 

Worsley. 

Dear Sir, 

In reply to your application of the 20th inst., we beg to inform 
you that we should be glad if you would call here on Saturday 
morning next in order to discuss the details concerning the 
vacancy in our firm. 

On the basis of your testimonials and the special recommenda- 
tion of your present principal, we have decided to give you the 
preference amongst the numerous applicants. In our business, 
absolutely reliable employees are required who are able and 
\villing to guard the firm’s interests during our absence. At 
first you would be employed in the Stock-room and also in the 
Counting-house, and after you had become familiar with our 
business and shown any aptitude and inclination for it, we 
should further entrust you to undertake short business trips. 

The initial Salary we offer is £go per annum with three 
months’ notice on either side. 

If you agree to th^ foregoing conditions, we shall draw up a 
contract of service on occasion of your call. 

We are, 

Yours faithfully, 

Thompson & Jones. 

TEST PAPER III 

t Writi(^ out from memory the advertisement in Example 1 and 
afterwards compare your attempt with the specimen, making corrections 
where necessary. 

2. Draw up an advertisement on me lines of Example 1, assuming 
that John Paitriltonlisr on the look out for a suitable position. The 
replies to the advettisement have to be addressed to the office of the 
paper, and the box number musPAherefore be given. 

3. are asked to assume that you are looking out for a situation, 
and are required to draw up an advertisement corresponding to your 
particulay»r^uirements. 
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4. Ttie specimen, letters of application given in the examples are 
to be reprpgucfi'^m marnory and the result compared and corrected. 

$. Draft a letter of application on the, lines of the specimen Example 
, n* and describe therein, in brief outline, your own scholastic training 
, and expri^cc. ^ 

■^Jt.ianot' necessary that the cause of the application be an advertise- 
it^may consiJit of information received from an acpuaintance 
frasitiori of Junior Clerk is vacant in a certain firm. If the 
has no>testimonials to imclose he may give, as a reference, the 
^^TOKoes of one orliWo persons. In this case the form of the letter should 
'■'readr^ ^ 

"''Fdr fnyjtheii'particulars concerning my character and general 
- abilityi I beg to refer you to Messrs. , who will be pleased 

to g^e yon any desired information in regard to me ” 

6. Write out from memory the testimonial given in Example 3, 
and tiien^oompare it with the original. 

7. Drajft a testimonial on the basis of the following particulars; 
Johfii Jlarrison, of Farnworth, has been employed as Clerk for a period 
of two years in the firm of J. P. Monks & Co., Solicitors, of Bolton, and 

■ has assisted with the correspondence. He wishes to change his situation 
, in order to gain further experience. The principal has been well 
satisfied with his work and can also thoroughly recommend him as 
regards his character and devotion to duty. 

8. On the 24th March, Wm. Neville, of Swinton, applies for a situation 
as Bank Clerk, advertised in the Manchester Guardian, in the Inter- 
national Banking Co., Ltd. His reason for the application is the 
desire to extend his experience and to make use of 4iis knowledge of 
foreign languages. He encloses copies of testimonials. 

9. On the 28th March, the International Banking Co., Ltd., inform 
Wm. Neville that he has been included among a small number of 
applicants for final selection. They say that on principle they make 
no appointments without having personally interviewed the applicant', 
and they therefore ask him to pay them a visit within the next few 
days, informing them previously of the time and date of his call. 

10. On the 25th June, Harry Collier, of Brixton, applies for the 
position of Stock-keeper advertised in the Dw'lv Tele^taph, which is 
about to become vacant in the firm of John Dickinson & Co , Ltd , in 
X<ondon. The employee in question would also be required occasionally 
to assist with the office work. Harry Collier thinks he could make use 
oi his knowledge of languages in this position, and says that he has 
been in charge of a warehouse for three years and has also been engaged 
in the office of the firm of Upjohn & Co., in Manchester. He encloses 
a special letter of recommendation from that firm as well as copies ot 
testimonials, and concludes by expressing the customary assurances. 

Ik John Dickinson & Co., Ltd., in London, regret having to inform 
Han^ Collier, that on receipt of his application the position 'in-icpieation 
■ had already been filled. They return his testimonials and*|ci^l[^s a 
wish that he will soon be able to find a suitable position. ' T ' 
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Letters of Recommendation and LEtTERS of Credit ' 

1 

The letter of recommendation is generally handed open to the 
person recommended for personal presentation to the party men- 
tioned therein. In addition to the full name of the person recom- 
mended. the letter generally contains information regarding the 
intentions of that person, and contains a request to the addressee 
to assist him with advice and any other help towards achieving 
the end in view. It usually concludes with thanks for aijy service 
which may be rendered. If the object of a letter of recommenda- 
tion is to assist a business friend towards obtaining new business 
relations or credit, it is generally .sent by post closed like any 
other letter, but it is advisable not to take any responsibility for 
one's recommendations. Any information concerning the business, 
the financial standing, or the character of the person recommended 
must be strictly in accordance with the truth. 

If the letter ol recommendation contains a request to pay a certain 
sum of money to the person recommended, it becomes a lETTEB 
OF CREDIT. This is an open letter in which a merchant or banker 
requests the addressee to pay, for the writer's account, sums of 
money up to a certain amount to the person named in the letter. 

Letters of Credit are of two kinds — 

(1) Simple Letters ol Credit, i.e,, those addressed to one person 
or firm only, and 

(2) Circular Letters of Credit, i.c., those addressed to two or more 
firms, so that the bearer may be able to obtain the money at 
various places to suit his own convenience. 

Of these letters of credit, the addressees arc advised by post 
beforehand in older to prepare them for the payment. To 
prevent misuse, the possessor of a letter of credit generally has 
to wifte ^is signature on the letter of advice. Each firm notes 
on tho.0hck of the letter of credit the amount paid out in words, 
and also ||^e date of payment* The last firm mentioned in the 
letter q||»j3dit generally retains it in order to return.it to the issuer. 
Travehei^j^^abroad usually obtain letters of credit from banks. 

25 
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A letter of credit must contain— 

(1) The date and place of writing. 

(2) The address of the firm to which the letter of credit is to 
be presented. 

(3) The name, occupation, and address of the person in whose 
, favour the letter of credit is written, together with his signature, 

unless this appears in a separate letter of advice. 

(4) Mention of the purpose of the journey undertaken by the 
person accredited, and a formal introduction if required. 

(5) The total amount to be paid to the bearer usually in return 
for a receipt. 

{&j Instructions as to how the payer is to reimburse himself. 
He may either have the amount placed to his credit in an Account 
Current, or have it remitted, or draw for it on the writer of the letter 
of credit, or on a third party mentioned. 

EXAMPLE 6-INTRODUCING A BUSINESS FRIEND 

Talegnmi: 

J<diiiioa, Bolton. 

TIMOTHY JOHNSON, Cloth Merchant 


Messrs. Graveline et Cie, 
Lille. 


Manchester Road, 

Bolton. 

loth Sept., 19. . 


Gentlemen, 

Herewith I beg to recommend to you the bearer of 
these lines, Mr. John Brown, partner in the firm of Brown, 
Lee & Co., who are business friends of mine. 

Mr. John Brown is doing the round of the manufacturing 
districts of France in order to open up new business connections. 

I shall be glad if you will lend your assistance by giving him 
the addresses of good firms, as well as your valuable advice 
in bulSiness matters. o 

Any service you may render Mr. Brown will be esteemed as 
a personal favour, and I shall always be pleased to reciprocate. 

Yours very truly, 

Timothy Johnson. 
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EXAMPLE 7-CIRCULAR LETTER OF CREDIT 

Regent Street, 

London. 

loth Jan., 19. . 

Circular Letter of Credit. 

* T 

No. ^ 52036. 

Gentlemen, 

We beg to introduce to you the bearer of this letter, our 
traveller, Mr. John Siderman, Avho to-day starts on his first busi- 
ness trip through Denmark and Sweden, and beg to add the request 
that you will assist him with your kind advice and information 
about the standing of various firms, should it be necessary. 

In the event of Mr. Siderman requiring money, we open a 
credit to him with any of the undermentioned firms to a total 
amount of One Thousand Krones against receipt in duplicate, 
and we leave it to you to cover yourself for any money paid to 
him, plus your expenses, by a sight draft on us, or else to place 
the amount to our account. 

Kindly take note of the following signature of Mr. Siderman, 
and endorse on the back of this circular letter whatever amount 
he may take up. This letter continues in force until 30th Sept., 
19* *, from the present date. 


We are. Gentlemen, 

Your Obedient Servants, 
Stetson & Groves. 

To Messrs. 

J. Svendsen & Co., Copenhagen. 

Holmgren Bros., Gothenburg. 

Ludwig Hirst & Co., Stockholm. 

(Signature) John Siderman. 


BACK OF CIRCULAR LETTER OF CREDIT, SHOWING SOME OF 
THE AMOUNTS PAID TO THE HOLDER 


Date when 
Pai* 

By Whom 

Paid. 

Name of 
Town. 

j Amount in 

1 Words. 

Am'nt in 
Figures. 

19... 

Jan. 10 

Svendsen & Co. 

1 

Copenhagen j 

One Hundred 
Krones 

Four Hundred 
Krones 

K. 

100 

Feb. 12 

i 

Holmgren Bros. 

Gothenburg j 

400 
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TEST PAPER IV 

Write letters from the following particulars — 

1. Robert Mitchell, in London, recommends his clerk, John 
Thompson, to his business friends, Messrs. Fonzes et Cie, in Nimes, 
by an open letter. He states that John Thompson has been in his 
employ for three years, and has given complete satisfaction, that it is 
Thompson’s desire to extend his knowledge of the language by finding 
a situation in France, and begs Fonzes et Cie to assist him in the 
achievement of this object. He says that the applicant is a good 
correspondent, but is also willing to accept a situation as cashier, 
salesman, etc. He further testifies to Thompson’s good character and 
conduct. 

2. John Selfridge, in London, recommends Mr. Thomas Smart, who 
wants to visit Leipzic Fair in order to make purchases, to Herren 
T. & J. Lange in Leipzic, and recpiests them to assist Mr, Smart with 
their advice, and the opening of a credit to the extent oillS. 

3. On 15th Nov., 19.., Messrs. Standring & Co,, of Buenos Ayres, 
have the honour to inform Messrs. Brooks Bros., of London, that they 
have issued a letter of credit on their house in favour of Mr. Harold 
Kellett, for /250. They ask them to take note of and honour same on 
presentation. 

4. On 26th Dec, 19.., Messrs. Brooks Bros., of London, .write to 
Messrs. Standring & Co., of Buenos Ayres, to acquaint them of the 
receipt of their favour of the 15th ult. They have taken note of the 
letter of credit for ;^250 in favour ot Mr. Harold Kellett. %They advise 
the payment that day to Mr. H. Kellett of ;^50 against his receipt, 
duplicate of which they enclose. They have drawn on Messrs. Standring 
& Co. for this amount at one month’s sight and beg them to honour 
their draft on presentation. 



CHAPTER V 
Status Inquiries 

In most lilisiness concerns it is necessary to grant credits, and great 
care has to be exercised in so doing. For this purpose %quiries 
have to be made concerning the standing, reputation, character, 
and financial capacity of those persons who desire to receive credit. 
Frequently it is very difficult to obtain reliable information, as 
every trader tries to keep secret his financial and business position, 
and appearances arc very often deceptive. Likewise many people 
do not like to give information concerning a third party, or are 
not in a position to do so. F'ormerly a business man could 
obtain information only from his friends, but nowadays there 
are various kinds of Information Bureaux, which supply in- 
formation professionally, and which have branches in all 
countries. These institutions greatly facilitate the conduct of 
business. 

Reliable information about firms in foreign countries can some- 
times be obtained from the resident consuls, but it is advisable 
to apply to a recognised Inquiry Office, or, if none exists, to someone 
in the immediate neighbourhood of the firm in question. 

A person giving information should report on matters of fact 
which have come under his own unbiased observation, or which 
he has obtained from reliable persons; he should take no notice of 
rumours, however, for through them the reputation of a firm 
may be seriously endangered. Anyone knowingly giving incorrect 
or false information may be held responsible for any harm accruing 
therefrom. 

It is therefore advisable to judge according to one's best know- 
ledge, to guard against under- or over-estimation, and not to take 
the responsibility for any unfavourable outcome of the transaction. 
Since commercial conditions are apt to change rapidly, it is necessary 
to obtain information from time to time even about firms with which 
one is in regular communication. Inquiries should be given in con- 
fidence, and under the seal of discretion as far as both parties are 
concerned. Information bureaux undertake to supply reports at 
regular intervals according to a fixed scale of charges. 

29 
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In the composition of replies to letters of inquiry care should 
be taken that the information supplied is strictly accurate. If 
definite information cannot be given, this should be frankly stated, 
the writer of the letter of inquiry being referred, if possible, to other 
firms likely to be in a position to provide the precise information 
required. ^ 

EXAMPLE 8-CONCEBNING THE FINANCIAL STATUS OF A 
HOUSE 


Oupet, Manchester. 

THE ARDWIGK MANUFACTURING GO., LTD. 

Branches : Leeds, Bradford, and York. 


London Road, 

Ardwick, 

near Manchester. 

13th Jan., 19. . 

Mr. Robert Green, 

Manchester Road, 

Bolton. 

Dear Sir, 

We have some prospects of concluding important business 
with the firm mentioned below, but, as these people are quite 
unknown to us, we shall be grateful if you will give us as detailed 
information as you can of their financial status, business con- 
duct, and the reputation and character of the proprietors. ' 
Especially should we be glad to learn whether you consider 
it certain that the firm would redeem a three months’ draft for 
about £100. 

We thank you in advance for any information with which 
you can provide us as to the solidity of these people, and you 
can rely upon such information being treated confidentially. 

Trusting you will excuse our troubling you, and always at 
your service in similar matters, 

We remain. 

Yours faithfully, 

per pro. The Ardwick 

Manufacturing Co.,JLtd. 
John Strong, 

Manager. 

cuj, Harry Stokes & Co., 

Bolton. 


(See No. 9.) 
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EXAMPLE 9-PAVOURABLE REPLY 

(See No. 8.) 

Manchester Road, 

Bolton, 

i6th Jan., 19. . 

The Ardwick Manfg. Co., Ltd., 

Ardwick, 

• Manchester. 

Gentlemen, 

In reply to your inquiry of the 13th inst., I beg to inform you 
that I can give you nothing but favourable information about 
the firm in question. They enjoy the fullest respect and unques- 
tionable confidence in the business world. The proprietors are 
possessed of a considerable amount of capital ; they are ener- 
getic, circumspect, and skilful, and as far as is known to me they 
have not sustained any losses worth mentioning, although they 
are rather enterprising. 

Personally, I should have no hesitation in according the firm 
a credit of several hundred pounds, and without doubt you may 
rely upon the punctual redemption of your draft. However, 
this is without obligation on my part, though I am fully 
convinced that you will find my information borne out by the facts. 

Believe me, 

Yours faithfully, 

Robert Green. 

EXAMPLE lO-ASKINO FOR INFORMATION CONCERNING 
SOLVENCY 

Market Street, 

Manchester. 

i6th Jan., 19. . 

The Universal Banking Co., Ltd., 

London. 

Dear Sirs, 

We are in receipt of your letter of the 6th inst., and now ask 
if you will do us a favour. 

Owing to the continuance of a state of trade depression with 
its evil consequences, we are compelled to exercise greater 
vigilance not only when entering into new business relations 
but also in inquiring into existing ones. It is, therefore, of 
great importance to us to obtain reliable information concerning 
the fi# firms mentioned on the enclosed list. 

Although we are well aware that the fulfilment of this request 
will entail some trouble to you, we shall be greatly obliged for 
your advice in this matter, and shall express our thanks not 
merely in words but by substantial orders, which we hope to 
send on to you. 
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With the firms marked * (Nos. 4 and 5) we have conducted 
business for a number of years, but we should like to know 
whether they still enjoy the old reputation for safety and 
solvency. The firm marked a (No. 3) has had consignments 
of cloth for sale on commission from us on various occasions, 
whilst the other two firms (Nos. i and 2), who are unknown 
to us, desire to have on new account large quantities of goods 
for exportation to North and South America. It is principally 
concerning these two last-mentioned firms that we desire to 
receive reliable information. 

Assuring you of our sincere thanks and absolute confidence, 
We beg to remain, 

Yours faithfully, 

Thompson & Jones. 

(S.'c No. 11.) 


EXAMPLE ll-REPLY 

(Sjc No, 10.) 


Messrs. Thompson & Jones, 
Manchester. 


Cheapside, 

London, E.C. 

i8th Jan., 19. . 


Dear Sirs, 

We thank you for the confidence you express in your letter 
of the 1 6th inst., and return the list of firms which you sent 
us, together with our remarks. These comments are based on 
documentary facts which have come within our observation 
in the course of the last few years. As the present conditions 
are very difficult to diagnose, however, we cannot take any 
responsibility for their unqualified correctness, but, never- 
theless, the information will furnish you with some basis upon 
which to judge how far they are worthy of credit. Nos. 3, 
4, and 5 appear to us to be free from any suspicion whatsoever, 
but in the case of Nos. i and 2 some care is advisable as both 
firms are insufficiently provided with capital. We would 
therefore recommend you to insist on the remittance of half the 
invoice amount before delivery is made. 

We shall be pleased to render you any further services, and 
beg you to consider the information contained herein atf^iven 
in strict confidence. 

Yours very truly, 

per pro. The Universal Banking Co., Ltd. 

John Blank, 

Secretary. 
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TEST PAPER V 

Compose letters embodying the following particulars — 

1. On the 10th Feb. the Ardwick Carpet Manufacturing Co., Ltd., 
of Ardwick, Manchester, appeals to H. Gillibrand for information 
concerning Berry Bros., in Bolton, who wish to place a first order for 
goods to tke amount of ;^50 to /60. 

2. H. Gillibrand replies favourably on the 12th Feb., saying that 
Berry Bros, have been established for 22 years, and would be safe 
even for large credits. 

3. On the 18th August the Cannon Brewery Co., Ltd., applies to 
Mr. T. Owen, in Blackburn, for information concerning Timothy 
Wright, in Blackburn, who has had to be reminded several times of the 
payment of /1 20, and who now asks for the prolongation of the period 
of credit by three months. . 

4. On the 20th Aug., Mr. T. Owen replies, saying that he knows his 
circumstances from hearsay only. He is supposed to spend a lot of 
money on advertising and on sport, but his business is flourishing. 
However, the book-keeping records are not kept very systematically, 
and are said to be unreliable. For that reason he would not advise 
the granting of a long credit. 



\ 

\ 

\ 




CHAPTER VI 
Circulars 

The establishment, transfer, or taking over of a business, changes 
of address, dissolutions, the granting or withdrawal of an employee's 
power of procuration, the admission or retirement of a partner, the 
amalgamation of two firms, or any other changes in the organisation 
or conduct of a business are generally notified to the firm’s business 
friends through the medium of printed or lithographed circulars, 
or even through newspapers. Circulars of this kind require special 
care in their preparation if they are to fulfil their chief purpose, 
which is to inspire confidence. They must be pleasing in form and 
contents, and must not be in any way arrogant or self-laudatory. 
They must also correspond with the facts in every detail, and the 
signatures of the senders should be either in writing or in facsimile. 
The transference of a business into other hands is generally made 
known by means of a double circular, and a statement is made as to 
whether the transference extends to the assets and liabilities. The 
name of the person who is entrusted to discharge the liabilities and 
collect the debts, should be mentioned. 

CIRCULAR FOR THE ESTABLISHMENT OF A BUSINESS.— After 
a newly-established business has fulfilled the necessary legal require- 
ments, its first aim will be to make itself known. The principal 
of the business will therefore wish to communicate the fact of its 
establishment to all those persons with whom he proposes to enter 
into business relations. These are his prospective business friends, 
customers, and suppliers. To this end he may either adopt the 
medium of ad^'ertising or he may issue a circular. This consists 
of the reproduction of a letter addressed to a number of persons, and 
brings certain facts to the knowledge of one's business friends. 
In the examples, specimens of circulars are given on the establish- 
ment of a business, on the admission of a partner, the appoii^ent 
of a procurist, and the opening of a branch. 

Contents of the Circular. The specimen circular given in 
Example 12 has for its object the intimation of the establishment of 
a business, and consists of the following parts— 

{a) Information as to the title of the new undertaking, to what 
34 
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branch of business it is devoted, the date of opening, and the seat 
of the business. I 

(h) A request of the proprietor of the business to Ms friends, 
for the extension to him of their confidence; it states the reasons 
why they should do so by pointing out his qualifications and the 
capital at disposal. Particular care should be devoted to this 
part of the circular. 

Since the writer’s object is to introduce himself favourably to his 
prospective business friends and to create a pleasing impression in 
order to obtain their confidence, he will point to his business abilities 
and his financial capacity, and will make brief reference to his former 
activity as well as his general experience, commercial knowledge, 
and business principles. All this, however, has to be done with 
wise moderation and decent reserve, without any boastful self- 
consciousness — otherwise the circular might produce the reverse 
of the desired effect; it would create distrust instead of confidence. 
Furthermore, it must not be overlooked that the circular has to be 
addressed to prospective suppliers as well as to customers, and the 
former will expect a punctual fulfilment of obligations and attention 
to dates of payment, whereas the latter (i.e., the customers) have 
to be convinced that careful attention will be paid to the execution 
of their orders. It is, therefore, a mistake if, in the circular, refer- 
ence is made merely to well-assorted stocks, large selection, cheap 
•prices, and careful attention to orders, etc. 

(c) Finally, one of the chief objects of the circular is to bring the 
original signature of the firm to the knowledge of one's business 
friends. In view of the many forgeries of signatures on bills of 
exchange and other documents, it is necessary that the business 
men with whom a firm deals should know its signature, and should 
have an original copy of it in their keeping, so that in given cases 
they may be able to compare it with others and detect any possible 
forgcr)^ This fact entails the necessity for the business man always 
to sign his name in the same style as that which he has originally 
adopt^. There are, therefore, some circulars the principal object 
of which consists merely in bringing one's signature to the know- 
ledge of his business friends {e.g., on the appointment of a procurist). 
For this reason a circular, which makes known the establishment 
of a business, generally concludes with a reference to the signature. 
It therefore stands to reason that this signature must not be 
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printed or lithographed like the remainder of the contents of the 
circular, but it must be given in faMimile. 

It is not correct to ask the receiver of the circular, as is frequently 
done, to notice of the signature, for this would not answer the 
purpose. The more correct form is to say, “ Please take note of 
the signature." 

THE DRAFTING OF YABIOUS FORMS OF CIRCULAR.— The 
Introductory Paragraph does not admit of any great 
variation, but it may be expressed alternatively in the 
following terms — 

" I beg to inform you that ..." or 
" I beg to acquaint you that ..." 

or if exception is taken to starting with the use of the first person, 
this may be avoided by saying— 

" Herewith I have the pleasure to ..." or 
" Under to-day’s date, I am opening in this town," etc. 

It is frequently the case that the particular branch to which the 
new firm intends to devote itself, is described more elaborately, as 
for instance — 

(1) Grocery Business. In addition to the ordinary articles sold 
in this branch of business, I shall make a speciality of the sale of 
preserved food-stuffs of all kinds. 

(2) Banking Business. We shall devote our special attention 
to the granting of loans for industrial purposes. 

(3) Forwarding Business. I shall make a speciality of the 
shipment of goods to France and America. 

* (4) Wine Merchant As a speciality I shall carry on the impor- 
tation of Spanish wines, a business in which I shall be greatly 
assisted by my several years’ residence in Spain and by the 
important connections I have formed there. ^ 

(5) Commission Agency. I have selected for my princ^Sff line 
the purchase of home produce for the account of my foreign business 
friends, and beg to point out that this town, as the centre of the cul- 
tivation of tobacco, sugar-cane, and coffee, is particularly well 
situated for this purpose. 
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The Second Para^aph of the circular contains the recommen- 
dation of the new firm, and is subject to a great variety of form 
owing to the manifold conditions under which new firms are 
established. It is the duty of the writer of a circular t^) convey the 
required information in a correct form in regard to both grammar 
and style. ’ For example— 

(1) Sufficient capital, as well as knowledge and experience in 
the branch of business selected by me, justify my hope of success. 
In the management of my affairs, I shall be guided by straightfor- 
ward business principles, hoping permanently to obtain thereby the 
confidence of my business friends. 

(2) A thorough knowledge of this branch of business, a large 
circle of acquaintances, and the favourable position of my business 
premises, entitle me to hope for the steady progress of my business. 

I am likewise enabled, by the possession of sufficient capital, to fulfil 
punctually my obligations and to keep a large and well-assorted 
stock. I shall, therefore, be glad if you will honour me with 
your confidence, of which I shall endeavour to show myself 
worthy. 

(3) Being possessed of .sufficient means, and by virtue of the 
experience which I have gained during many years’ experience in 
the Banking and Exchange business, I am confident of being able 
to offer you considerable advantages in the execution of any orders 
you may entrust to me. These orders would receive my most 
careful attention in order to justify the confidence you may repose 
in me. 

The Concluding Paragraph of the circular in which reference 
is made to the signature is usually combined with a form of courtesy,- 
as for instance— 

(1) I beg to draw your attention to my signature and shall be 
giad^be honoured with your patronage; or 

(2) Kindly take note of my signature and accept the assurance 
of my greatest respect; or 

(3) In conclusion, I beg to draw your attention to my signature 
as below, and to assure you of my greatest respect. 



PRINCIPLES AND PRACTICE OF 


EXAMPLE 12-THE ESTABLISHMENT OF A BUSINESS 

Telegnuni: Pink. Portsmootb. 

Tele^one : No. 1816. 

JOHN PINK, Dry Goods Merchant 


Pratton Road, 

Portsmouth. 

6th Jan. , 19. . 

Dear Sir, 

I have the honour to inform you 
that I have established to-day, in this 
town, a Dry Goods Business under the 
firm name of-- 


JOHN PINK. 

The thorough knowledge and trade 
experience which I have gained in this 
branch of business during a twelve 
years’ engagement as employee and mana- 
ger of prominent firms in this branch 
both at home and abroad, as well as the- 
possession of funds commensurate with 
the proposed extent of the business, 
will enable me to cope with all reason- 
able requirements. 

It will be my chief aim to gain the 
confidence of my business friends by the 
conscientious fulfilment of my obliga- 
tions and by careful attention to the 
orders of my customers. 

Have the kindness to take note q/ 
my signature and ^ 

Believe me to be, 

Yours very truly, 

JOHN PINK. 
(Pacsimile. ) 


(See No. 13.) 
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EXAMPLE 18-PARTNER ADMITTED 

(Sje Na. 12.) 

Fratton Road, 

Portsmouth. 

loth Dec., 19.. 

Messrs. Malpas & Co., 

^ Emsworth. 

Gentlemen, 

I have the pleasure to inform you that, owing to the large 
increase of my business, and the consequent additional strain 
which this puts upon me, I have deemed it advisable to have 
assistance. I have, therefore, arranged a partnership with 
Mr. William Jones, with whom I shall trade in future as— 
JOHN PINK & CO. 

In order to settle up all matters in connection with the 
accounts, I am balancing my books on the 28th inst., and shall 
be glad if you will forward me a statement of your account up 
to and including that date. 

I remain. 

Yours faithfully, 

John rink, 

Mr. Jones will sign— now John Pink & Co. 

John Pink & Co. 

(See No. 14 ) 


EXAMPLE 14-POWER OP PROCURATION GIVEN 

Fratton Road, 

Portsmouth. 

2nd Feb., 19,. 

Mr. Wm. Dummer, 

Gosport. 

Dear Sir, 

We have the honour to inform you that we have this day 
accorded Power of Procuration to 

MR. ROGER GRAY, 

who has faithfully assisted us for the last two years, and request 
you to regard all that he may do in our name as done by 
ourselves. 

Requesting your attention to his signature appended below, 
We beg to remain. 

Yours very truly, 

John Pink & Co. 

Mr. Roger Gray will sign— 
p.p. John Pink & Co. 

Roger Gray. 

4~(14108) 
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EXAMPLE 15 -.ESTABLISHMENT OP A BRANCH 


Messrs. John Hall & Sons, 
Pendleton. 


Regent Street, 

London. 

1st June, 19.. 


Dear Sirs, 

As the volume o£ our trade with the North of England is 
constantly increasing, we have this day opened a new Branch 
. at Manchester and have placed the management in the hands 
of our partner, Mr. Hamilton Irving. 

The requirements of the new branch being supplied from 
our own warehouses, you will be served with regard to both 
quality and price as formerly, with the difference only that 
your wants can be more rapidly attended to. Our clients 
epjoy a further advantage in a considerably lower freight. 

Requesting you to favour us with a continuance of your 
support. 

We remain, 

Yours faithfully, 

J. W. Irving & Co. 

Mr. Hamilton Irving will sign— 

J. W. Irving & Co., 

Manchester Branch, 

Hamilton Irving. 


TEST PAPER VI 

1. Reproduce from memory the specimen circular given in 
Example 12. 

2. John Hill has been engaged for several years in the firm of 
Triebel & Co., in Odessa, where he undertook the buying of Russian 
grain. As he has accumulated considerable savings, and in addition 
has inherited some money, he decides to establish a commission business 
in his native town of Newcastle, and to devote himself principally to 
the buying of grain for the account of firms engaged in the home trade. 
Draw up a circular such as would be issued by him. 

3. The firm described in Example 12, after having been established 
for two years, takes in as partner Mr. Edward Pink, the brother of the 
proprietor. The new partner was engaged for several years in large 
firms of grain dealers in London and Chicago, and he knows the American 
wheat business thoroughly, owing to which fact the new firm is in a 
position to extend its business in this direction. The new styl#of the 
firm will be John Pink & Co. 

Draft out the circular. 

4. Address a circular to your customers informing them that Mr. 
John Enion, who has represented you for the last seven years, is no 
longer in your employ, and has ceased to act in your name. State 
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at the same time that Mr. Donald Swift, your new traveller, will be 
pleased to call on your customers next week with samples of your 
new goods for the coming season. Express the hope that your customers 
will favour him with their esteemed orders. 

5. On the 10th Jan. 19. Mr. Leonard Brooks, of Hendon, writes 
to Messrs. Brown Bros, of Manchester, to tell them that Mr. Smart 
has applied for the position of book-keeper in his hou.se. He states 
that he Jfes been five years in their employ as book-keeper. IVIr. 
Brooks requests Messrs. Brown Bios, to favour him with particulars 
as to the capabilities and general character of Mr. Smart with special 
reference to his trustworthiness. 

6. On the 16th Feb., 19. . , Mr. John Taylor of Leeds, writes to Messrs. 
Carey & Co., of London, who ha^'C asked for information concerning 
the firm indicated at the foot of his letter. Mr. Taylor informs them 
that the firm in question enjoys a good reputation — considerable 
capital — commercial ability -straightforward dealing. In the opinion 
of Mr. Taylor, Messrs. Carey & Co. can enter with full confidence into 
business relations with the said firm. 
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CHAPTER VII 
Telegraphic Communications 

In order to save expense, it is natural that in telegraphic communi- 
cations the shortest possible wording is adopted in so far as it is 
compatible with clearness. The address, contents, and signature 
must, without doubt, be adequately expressed, although the last- 
named may be omitted in cases where the addressee can come to 
a definite conclusion as to the sender, from the reading of the 
contents. 

When telegraphing the daily quotations of stocks and shares, 
banks and other financial houses sonK^times come to an arrangement 
as to the order in which the quotations shall follow each other, and 
in that case may leave out the names of the stocks and shares. 

It is frequently the case that orders and other business transac- 
tions cannot be executed quickly enough through the medium of 
letters, in which case the telegraph or the telephone is called into 
service. When using the telegraph it is advisable to confirm the 
telegram immediately by a letter in which the context of the 
telegram is repeated. Forms mled as in Example 16 are issued by 
the Post Office, and may be obtained without charge. 

MAKING OUT TELEGRAMS. — In general, the three parts of the 
telegram are the address, context, and signature. Since every 
word has to be paid for, however, it becomes necessary to draw 
up a telegram as briefly as possible without detracting from the 
clearness or precision of the contents. 

. In the address, which must always be given in the language of 
the country of destination, the title Mr. or Messrs, is, of course, 
omitted, and the address is stated as briefly as possible, e.g., Jones 
5ros., York Street, Birmingham. Many firms have a ^^ial 
telegraphic address, for which a certain fee has to be paid annually, 
"jjiis arrangement entails a considerable saving in telegram fees, 
if, for instance, a firm's name is Brown & Sons, the telegraphic 
address of Brownsons saves two words. Of course, telegraphic 
addresses may be made up in a variety of ways. An address already 
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registered, however, may not be used. Since the full address of 
the person having a telegraphic address is registered at the Post 
Office, no number or street name is necessary. 

In the centoxt of the telegram every word which is not entirely 
indispensable is omitted so long as the sense or clearness of the 
tclrgram does not suffer thereby. Frequently the imperative form 
is used, and all formulas of politeness are omitted. (See specimen 
on p. 45.) Telegrams without any context at all are permissible, 
but of course they are subject to the minimum fee. 

The mere surname of the sender is sufficient to act as Signature, 
but e\'en this may be omitted if the addressee can have no reasonable 
doubt as to the identity of the sender. ^ 

KINDS OF TELKORAMS. — Telegrams may be divided according 
to their language into open, code, and eiffficr messages. 

Open Telegrams are composed in such a manner that they have 
a meaning apparent to anybody. The number of letters which a 
word may contain is fifteen. Any single letter or figure is counted 
as a word. Unusual combinations of words arc not admissible, 
and are, therefore, counted according to the actual number of words 
contained therein. Abbreviations are admissible in so far as they 
are used in ordinary life, e,^., vSt. for Street. 

Code Telegrams are only comprehensible to the senders and 
the receivers on the basis of a code book or a pre-arranged list. 
In code, words may have the meaning of whole sentences, and 
nuidi money is therefore saved in this manner. The length of 
eaeli word, however, may not exceed ten letters, and must 
consist of syllables which can be pronounced in the principal 
European languages. On page 44 is shown an extract from the 
A.B.C. Code, 5th Edition. 

Cipher Telegrams may consist of groups of figures or of letters 
with a secret meaning. Figures and letters nuist not be included 
together in one and the same group. Each group up to five figures 
or letters is charged as one word. 

THE TELEPHONE. — Nowadays the telephone is an indispensable 
requisite to the business man, and telephonic conversations 
are not only cheaper but they are capable of yielding a quicker 
response than the telegram. Conversations may take place at any 
of the public telephone boxes or from any private telephone connec- 
ted with the telephone system. A charge of 3d. is made for using 



44 


COMMERCIAL CORRESPONDENCE 


REPRODUCTION OF A PAGE IN THE A. B. C. CODE 6th EDITION 


Code No. 

Code 

Words. 


i 

21165 

Idroario 

Imports — continued. 

What were the imports last mbnth 

21166 

Idracele 

What are the imports this week 

21167 

Idrofano 

What were the imports last week 

21168 

Idrofila 

The imports this year arc 

21169 

Idrofobo 

The imports last year were — - 

21170 

Idrogeno 

The imports this month are 

21171 

Idroguro 

The imports last month were 

21172 

Idrologia 

The imports this week are 

21173 

Idromante 

The imports last week were 

21174 

Idronfalo 

Impossible. 

21175 

Idropepe 

Quite impossible at present 

21176 

Idropota 

Impossible to do anything at present 

21177 

Idrorrea 

It is impossible 

21178 

Idroscopo 

It was quite impossible 

21179 

Idrosteo 

It is not impossible 

21180 

Idrotile 

Conditions are impossible 

21181 

Idruro 

Terms are impossible 

21182 

Idryle 

Was thus rendered impossible 

21183 

Iduabas 

Soon may be impossible 

21184 

Iduabitis 

It is now impossible 

21185 

Iduantium 

Impression. 

21186 

Iduarent 

What is your impression 

21187 

Iduatun 

My (our) impression is 

21188 

Idmturos 

He has (they have) an impression that — 

21189 

Iduavero 

Has (have) made no impression 

21190 

Iduavimus 

Whilst under the impression that 

21191 

Idumaeum 

Has (have) made a favourable impression 

21192 

Idyia 

(Have) made an unfavourable impression 

21193 

Idyll 

The impression is entirely unwarranted 

21194 

Idyllic 

The impression is just as expected 

21195 

lebusiter 

The impression is fairly assumable 

21196 

ledereen 

The impression is quite right 

21197 

lelton 

The impression is quite wrong 


a public telephone for any local conversation not exceeding three 
minutes in duration. 

THE GROWTH OF THE TELEGRAPH AND TELEPHONE SYST^IlS.— 
The electric communication by telegraph and telephone has already 
assumed gigantic dimensions. The number of telegrams and 
telephone communications may now be reckoned by the million. 
In addition to the ordinary telegraph ty wires, wireless telegraph}’ 



EXAMPLE 1«— OPEN TELEGRAM 



[The Hatne and Address of the Sender, IF WOT TO BE TEIECBAPHEP, sfwwM be written fn the Space provitied at the Back of the Form. 
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has made such progress that it is possible to transmit messages for 
a distance of thousands of miles. Above everything, this is of the 
utmost importance to ocean-going vessels. Already Great Britain 
is in direct communication with most of her colonies by wireless 
telegraphy. 

EXAMPLE 17-OPEN TELEGRAM 


Bingham, 

39 London Road, 

Birmingham 


Send 

two 

each 

mincing 

machines 

5550 

5551 







Richajrdson 


EXAMPLE 18— CODE TELEGRAM 

Contemporary, 

Cent, London 


Idyll 

Idruro 

1 



Williams 


TEST PAPER VII 

1. On 23rd April, Harry Gillibrand, in Bolton, wires to Smithson 
Bros., in Liverpool, asking them for the immediate consignment of 
^ cwt. Nutmeg, medium size, at 2s. 6d. per lb. Write the telegram. 

2. On the 4th May, Fuller & Sons, of Portsmouth, order by telegram 
from Peter Robinson & Co., in London, 20 yards of cloth, No. 5442. 
Make up a telegraphic address and write the telegram. 

3. On 25th of May, Harry Gillibrand, of Bolton, sends a telegram 

to John Hey wood & Co., in Manchester, ordering two copying presses, 
No. 6, to be sent per return. Compose the telegram. # 

4. What is a cipher telegram ? 

5. Write out a telegram to “ Phono,” London, asking what their 
price is for 1,000 note-books, to be retailed at 3d. each. State the 
charge for this telegram. 

6. De-code the message contained in Example 18, using the 
information given on page 44, 



SECTION II-TRADE 

INTRODUCTION 

The operations involved in the buying and selling of goods are 
known as " trade.” In trade both the contents and purposes of the 
letters used are as varied as the transactions and incidents them- 
selves. Judging by the purpose of the letter, the correspondent 
has to distinguish as to whether it shall aim at — 

(1) The opening up of business relations; 

(2) The continuance of an already existing connection; or 

(3) The termination of business relations. 

From the point of view of the contents of the letter, transactions 
may be divided into as many as ten or even more classes. As 
some letters may belong to more than one class it is not always 
easy to draw the line between one class and another. However 
if the principal contents be taken, it is always possible to place a 
letter in a certain class, so that the examples given below may 
conveniently be applied. 

Since the buying and selling of goods constitutes the most impor- 
tant form of commercial activity, it is now proposed to deal with the 
kinds of correspondence connected therewith, and in the subsequent 
sections to deal with the correspondence of those branches of 
commerce which are aiixiliaiy to trade. 

CONSIDERATIONS IN BUYING AND SELLING.-^Thc function of 
trade is the transfer of the ownership of products from the producer 
into the hands of the consumer, and it thus enables the requirements 
of one district to be balanced against the excess production in 
another district. Hence, on the one hand, famine and excessive 
I^rices are avoided, whilst on the other hand, diminution in value 
and waste are largely prevented. Most commercial enterprises 
<'ffer prospects of success if the trader’s discernment, combined with 
energy, Resource, and the necessary caution, enable him to recognise 
the prevailing needs in order that he may exploit them. For the 
purchaser the points to consider are the finding of good sources of 
supply, a careful and suitable selection of goods as regards both 
' ariety and quality, and the utilisation of the cheapest means of 
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transport in order to procure the goods on the most advantageous 
terms, and thus facilitate competition with other traders. The 
chief considerations for the seller are the choice of a good business 
site, the employment of suitable assistants, the attraction of solvent 
customers, both from the immediate locality and from farther 
afield, a pleasing exhibition of the goods offered for cale, careful 
treatment of the customers, orderliness in every direction, and 
suitable methods of advertising. 

KINDS OF LETTERS USED IN TRADE.— An examination of the 
various operations involved in buying and selling of goods, enables 
the correspondence of trade to be classified according to the 
subject-matter dealt with, as follows — 

(1) Inquiries. 

(2) Offers and quotations. 

(3) Orders. 

(4) Acknowledgment, execution or refusal of orders. 

(5) Acknowledgment of the receipt of goods, and payment 
for the same. 

(6) The cancellation of an order. 

(7) Claims in connection with goods delivered. 

(8) Reminders of payment. 

(9) Correspondence with brokers and commission agents, 

(10) The commercial traveller. 

(11) Local agents, 

(12) Import and export trade. 

(13) Market and Exchange reports. 

In the following chapters of this section the various types of 
letters under each of these headings will be considered. 



CHAPTER I 
Inquiries 

ITn order that the trader may have goods in stock at the proper 
jtime, and on the most advantageous terms, he has to follow care- 
fully the movements in prices of the articles in which he is dealing 
at the various places of manufacture or on the principal markets 
of the world. Newspapers, market reports, and price lists provide 
him with information on this subject, and offers arc sometimes 
:onveyed to hint by post, or samples are submitted to him through 
the agency of travellers. It should be remembered that a trader has 
lo wisli to change his sources of supply without adequate reason. But 
although he may have no desire to leave an old supplier, he must 
nevertheless reserve to himself the right of complete freedom of action. 

In order to discover new sources of supply or to obtain particulars 
as to quality, saleability, price and terms of certain goods with 
a view to obtaining them on the most advantageous conditions, 
many inquiries have to be sent out. Where an inquiry is addressed 
to firms with which no previous transactions have been conducted, 
:he letter has to be more explicit: references have to be given, and 
,an indication as to whether the purchase is to be made for cash 
[or on credit. A careful description should be given of the kind 
(and quality of the goods desired, and some idea of the size of the 
probable order. It is also advisable to send or ask for a sample 
of the article in order to preclude any form of doubt, and to state 
any special wishes which the consumers may have in regard to the 
nature of the packing. 

Of course, if the cost of the packing asked for is higher than that 
of the usual packing, the difference will have to be borne by the 
buyer. Generally speaking, however, the seller gives a quotation 
inclusive of the packing. 

Inquiries usually terminate with the request for lowest quota- 
tions and the return of samples, together with the intimation that 
1 satisfactory execution of the trial order would lead to further 
business. The replies to such inquiries have to be attended to with- 
mt delay, and should state honestly and in detail the conditions 
ind terms of payment, and should also repeat the most important 
Joints such as time and place of delivery. 
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EXAMPLE l»-INQUmY FOR PRICE LIST 

THOMAS EDWARDS, Draper 


Commercial Road, 

Portsmouth^/ 

loth Feb., 19.. 

Messrs. John Horton & Sons, 

London. 

Dear Sirs, 

Please send me as early as possible your latest price-list 0 
Dry Goods with lowest quotations, and oblige, 

Yours faithfully, 

Thomas Edwards. 

(S-e N. 20) 

EXAMPLE 20 ~REPLY 

(S ‘f No. 19 ) 

Balderton Street, 

London, W.C. 

I2th Feb., 19.. 

Mr. Thomas Edwards, 

Portsmouth. 

Dear Sir, 

In accordance with your wish we are sending you enclosed 
our latest price-list. We shall make it our business to charge 
you the lowest possible price for any quality you may require, 
in order to give you entire satisfaction and to retain your custom. 
Awaiting your esteemed orders, 

We are, 

Yours faithfully, 

John Horton & Sons. 

(SfC No. 35 ) 

EXAMPLE 21 -INqmRY BE MACHINERY 

Leicester. 

3rd May, 19. . 

Mr. John Dowson, 

Engineering Works, 

Manchester. 

Dear Sir, 

We are indebted for your address to Mr. A. Taylor, and beg 
to hand you enclosed drawings of three pumping machines, 
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“questing you to inform us by return for what price and in 
'hat time you can deliver same. We would mention that we 
re in a hurry for the machines, which must be delivered not 
Lter than the ist August. 

Should your price suit us, and the machines prove satis- 
ictory, we may be able to give you further orders, as we shall 
eed some more machines to complete our factory plant. 

Yours truly, 

Thompson & Jones. 

(S-'o N ) 29 ) 

EXAMPLE 22-INQUmY FOR PRICE OF SUOAR 

King’s Road, 

Portsmouth. 

5th Oct., 19.. 

Wessrs. Minardo & Sons, 

Leadenhall Street, 

London, E.C. 

)ear Sirs, 

' Kindly let us know at what price per cwt. and upon what 
:onditions of payment you are able to deliver quantities of 

BEST REFINED LOAF SUGAR. 

If your quotation is suitable we propose to cover all our 
■equirements for the winter through you. 

Thanking you. 

We are, 

Yours faithfully, 

Eade & Co. 

(S’c Nos. 23 and 27.) 


EXAMPLE 28-REPLY 

(Sec No. 22.) 


lessrs. Eade & Co., 

Grocers, Portsmouth. 


Leadenhall Street, 

London, E.C. 

8th Oct, 19. . 


>ear Sin, 

We are in receipt of your esteemed letter of the 5th inst., and 
i anticipation of large orders we beg to quote you for Best 
efined Loaf Sugar for delivery during the present month at 
3 s. per cwt. with 2% discount for payment within 14 days 
om date of invoice. Delivery f.o.r. Waterloo Railway Station. 
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For delivery next month, we have to quote 2d. per cwt. more. 
Trusting you will be able to accept our offer, which will be kept 
open against a reply by wire, 

We are, 

Yours faithfully, 

John Minardo & Sons. 

(SjpNi. 27.) • 


EXAMPLE 24~C0NFIRMAT10N OF TELEGRAPHIC INQUIRY 

Bolton Road, Farnworth, 
near Bolton. 

3rd Sept., 19. . 

Mr. T. Oliver, 

Manchester. 

Dear Sir, 

I beg to confirm my telegram of to-day’s date as follows — 
“ At what lowest price can you quote for 100 bales good 
middling Texas for October ? ” and I await your lowest offer. 

Yours faithfully, 

James Rothwell. 

(Sr N). 25) 


EXAMPLE 25-REPLY 

(S.r No 24 ) 


Mr. James Rothwell, 
Farnworth. 


Bank Chambers, 

Cross Street, 

Manchester. 

4th Sept., X9.. 


Dear Sir, 

In reply to your telegram which you confirmed by letter on 
the 3rd inst., I beg to inform you that it is possible for me to 
offer you good middling Texas cotton in quantities of 100 bales 
at 5jd. per Ib., deducting the weight of the hoops, and 4% for 
tare. Delivery in October ex warehouse here. 

The terms of payment would be three months net or ii% 
discount for cash on the total invoiced amount inclusive of all 
expenses. 

Thanking you for your inquiry, 

1 am. 

Yours faithfully, 

Thomas Oliver. 

(See N<). 38.) 
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EXAMPLE 26 -INQUni¥ FOR CATALOGUE 


Messrs. John Samuels & Son, 
Hightown, 

• near Manchester. 


Portland Street, 

Manchester. 

8th No7., 19. . 


|)ear Sir, 

I am on the point of making a large export consignment of 
various goods, and it is my intention to include a selection of 
:oys in it. 

As your firm has been mentioned to me as one of the best 
n the manufacture of these articles, I conclude that your 
itock is very varied, and in order to gain some idea of it, I 
hall be glad if you will send me your catalogue together with 
luotations for large quantities. Please mention also the time 
,ou would require to effect delivery and the conditions of 
payment. 

I enclose herewith the names of several firms as references, 
and hope that you will facilitate business by quoting me 
rock-bottom prices, and oblige. 

Yours faithfully, 

William Jones. 

References — 

R. Smith & Co., 

28 York Street, Manchester. 

T. Wilkinson & Son, 

Broad Street, Pendleton. 

(S‘T No. 33.) 


TEST PAPER VIII 
Draft the following letters — 

1. John Brown requests the Waverley Co. to send him their price 
ist with samples of pen nibs. 

2. Glaister & Co. applied to the Northern Rubber Works for their 
llustrated catalogue of garden tents, together with prices for all sizes, 
:inds and qualities. 

3. Balf & Sons ask Robinson & Co. to send them cuttings of the latest 
ress materials for the Spring Season, with details as to width and 
rices. 

4. On the 1st Jan., A confirms his telegram to B: " Please quote 
west price for one cwt. best Cylindrical Corks.” 

5. B requests D & Co. to send him their lowest quotation for essential 
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6. Davis & Co. ask Rolands Bros, for a quotation for their 
Centrifugal Drying Machines of various sizes. 

7. Booth & Co., of Capetown, inquire from a Bradford firm their 
lowest prices of Half Hose Cashmere Socks in assorted colours; as to 
packing they propose cardboard boxes in strong wooden cases, 
15" X 10" y 3". 

8. Bradley & Co., of Leadenhall Street, London, inquire from Barlow, 
Jones & Co , of Manchester, after the price of be.t Danfesk Cloth in 
accordance with patterns No. X/3865. The order would be for 450 
pieces. 




The trader who wishes to extend the sphere of liis activities must 
seize every opportunity of offering his goods to likely customers. 
Where an offer has to serve for a large number of customers, the 
letter must be couched in general terms so that it may assume the 
form of a printed circular, whilst sp('cific offers must be restricted 
to the article in question. If the terms and conditions are already 
known to the inquirer, they may be omitted in the offer. The object 
of making an offer is either to open up new business relations or to 
place on a sounder basis an already existing but rather feeble 
connection. As confidence, through the medium of correspondence, 
can be gained only by the maintenance of a strict code of honesty 
and the satisfactory treatment of customers, letters of this descrip- 
tion must be drafted with the greatest care, and any paiticulars, 
such as, for instance, pointing to the existence of small stocks, 
increased demand, the prospect of poor haiaests, excellent quality 
or tilt' probability of a rise in pi ice, must be strictly in accordance 
with the actual facts. The chief points in making an offer arc — 

(1) The nature of the goods. This must be dt'seribed in such a 
manner as to leave no doubt in the mind of the prospective customer 
as to the quality. 

(2) The measure or weight constituting the unit of the goods 
offered or quoted. 

(3) The currency in which payment is expetded to be made. 

(4) The terms of payment, i.e., whether for cash, on credit, or 
against acceptance. 

(5) The mode and place of delivery, i.e., whetht'r ex warehouse, 
f o.b., or franco, etc. It should also be stated whether the goods 
are to ^e conveyed by rail, post, or carrier; by ordinary goods 
train, passenger or express train; whether by lighter, steamer, 
sailing vessel, or tug. 

(6) The time of delivery should be stated with particular care, 
after allowing for any possible delays. This is especially important 
in the case of goods which have to be manufactured to order or 
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obtained elsewhere, and where a hne is imposed if the time stipulated 
is exceeded. 

(7) The charge for packing is usually included in the quotation, 
but in the case of specially durable packing, such as is used in 
the export trade, an extra charge is made (e.g., waterproof canvas, 
and tin-lined cases). 

In some cases a firm offer is made. This signifies that an order 
will be accepted at the price named, and on the conditions stated, 
only within a specified time. On the other hand, the offer may be 
made without engagement, in which case the seller does not bind 
himself to accept an order at the price stipulated without further 
negotiation. 

If it is desired to make an offer to a wide circle of consumers, an 
advertisement may be inserted in the local newspaper, or circulars 
may be sent out to a large number of people. In recommending 
the goods offered, it is unwise to run down competitors, or to make 
false or exaggerated statements, as such a course may have 
disagreeable consequences. 

Moreover, the risk involved in the granting of credit must not Be 
forgotten, and it is very difficult to arrive at the happy medium 
between giving too much or too little credit. 


EXAMPLE 27-OFEER OF SUGAR 

(Soc N.). 22 ) 


Telegnwhio Address: Minardo, London. 

Telephone: 1876 Central. 

JOHN MINARDO & SONS, Wholesale Grocers 


Messrs. Bade & Co., 

Grocers, Portsmouth. 


Leadenhall Street, 

London, E.C. 

6 th Oct., 19 . . 

O 


Dear Sirs, 

In reply to your esteemed inquiry of yesterday, we beg to 
offer you Best Refined Loaf Sugar at 33s. per cwt., with 2% 
discount against cash in 14 days ex railway station here, delivery 



COMMERCIAL CORRESPONDENCE 


57 


bn the 15th November. For delivery on the 15th December 
the price would be 2d. per cwt. more. 

This offer will remain open until the receipt of your wire per 
eturn. 

We are, 

Yours faithfully, 

John Minardo & Sons. 

(S.'f Ni). 28 ) 

EXAMPLE 28-REPLY BY TELEGRAM 

London 


at ' 33/'- 


1 . 

I Fade 

I 


{SrN, 27) 

Minardo 


Accept I 240 cwts I 

immediate | delivery ! 


EXAMPLE 29 SUBMITTING QUOTATION 


(Sv N*. 21.) 


Messrs. Thompson & Jones, 
Leicester. 

Dear Sirs, 


Manchester, 

5 th May, 19 . . 


I am in receipt of your favour of the 3rd inst., informing 
me that you are thinking of placing your order for three pumping 
machines with me. I can deliver by the ist August, although 
the term is very short. 

I should be able to supply the three pumping machines as 
per drawings sent as follows— 


No. I at ;gi45 
No. 2 at £140 
No. 3 at -^130 

ex works, Manchester, net cash against three months* 
acceptance. 

I have quoted you so low that another firm will scarcely be 
in a p(^|ition to make you a more favourable bid, and deliver 
faultless workmanship. I trust, therefore, you will pass me 
'he order, and, as the time is short, let me have your reply 
^mediately. 

Yours faithfully, 

John Dowson. 


(Sec No. 36.) 
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EXAMPLE 80 -OFFEB OF VEGETABLES 

6 Covent Garden, 

London, W.C. 

26th Jan., 19. . 


Dear Sirs, , 

Having bought large stocks of peas and beans, we beg to 
offer you ex warehouse here, and for delivery until February, 
as follows— 


Large Peas 
Small Peas . 

Fodder Peas 
White Haricot Beans 


187/- per ton 
166/- per ton 
148/- per ton 
26/6 per cwt. 


The minimum quantity for peas is one ton, and for beans 
half a ton. 

We shall be glad to make you special offers for orders of not 
less than a truck load at a time. 

Trusting to receive your esteemed orders. 

We are, Yours faithfully. 

The Garden Produce Supply Co. 

(See No 31 ) 


EXAMPLE 3 1 -REPLY 

(See No. 30 ) 

Park Road, 

Hampstead, N.W. 

28th Jan., 19. . 


The Garden Produce Supply Co., 

Covent Garden. 

Dear Sirs, 

In reply to your circular offer of the 26th inst., I beg to say 
that I am willing to purchase 2 tons of Large Peas if you can 
reduce the price to 185/- per ton against cash. 

Awaiting the favour of your early reply, 

I am. 

Yours truly, 

John Buckingham. 
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EXAMPLE 82-REDUCTION OF PRICE 

^ (S.'P No. 31 ) 

Covcnt Garden, 

London, W.C. 

30 th Jan., 19 . , 

r. John fiuckingham, 

Greengrocer, Hampstead. 

Dear Sir, 

In reply to your favour of the 28th inst., we regret that it is 
impossible for us to supply you with Large Peas in the quality 
of the Sample quoted, at 185/- per ton. 

However, in order to meet you, we are prepared to reduce 
the price to 186/3 against cash, a quotation from which we 
cannot budge. 

We hope that you will see your way to grant us your order, 
and assure you in advance of its most careful execution. 

Yours faithfully. 

The Garden Produce Supply Co. 

(S'p N., 37) 

EXAMPLE 33-CATALOOUE AND QUOTATION FORWARDED 

(S-e N). '2ii) 

Station Road, 

Hightown. 

loth Nov., 19 .. 

Mr. Wm. Jones, 

Portland Street, 

Manchester, 

Dear Sir, 

We are in receipt of your favour of the 8th inst., and are 
sending you by this post catalogue containing quotations for 
large orders taken from our existing stock. You will also find 
the times of delivery and the terms of payment indicated therein. 
Export ^packing will be charged at the lowest possible prices, 
but there is no charge for the packing of the separate articles. 

We recommend the catalogue to your careful perusal and 
await your esteemed orders, and beg to remain, 

Yours faithfully, 

John Samuels & Son, 
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TEST PAPER IX 

1. Frank Andrews, in Wigan, offers by advertisement Camel Hair 
Rugs, best quality, in various sizes, and prices ranging from 7s. 6d. to 
23s., against cash less 4 per cent, discount. Draw up the advertisement 

2. John Hall offers on the 12th Feb. mattresses in the following 

sizes, covered with striped tick and filled with various substances, net 
cash — ‘ 


No. 53. 

Wool & Fibre 

20/- 

22/- 

24/- 

26/- 

36/- 

.. 55. 

Straw & Wool 

24/^ 

25/- 

27/- 

31/- 

40/- 

57. 

Hair Sc Wool 

33/- 

37/- 

43/- 

46/~ 

62/- 

„ 59. 

Best Horse Hair 

83/- 

98/- 

113/- 

mi- 

155/- 


Size in feet: 

6 X 2| 

7 X 2} 

7x3^ 

7 x 3f 

7x4 


Draft the letter. 


3. Langland & Co , Ltd , offer to supply screws, nuts, and parts 
of machinery in iron, steel, brass, copper, etc , for all industrial purposes, 
Write the letter containing this olfcr. 

4. Woolley Bros , of Huddersfield, advertise their medicated cotton 
wool and lint bandages (5 and 10 yds long) to chemists and hospitals 
All antiseptic, and packed in neat cardboard bo.x.cs either at so much 
per yard or by weight. Draw up the advertisement 

5. The Bridgwater Colliery Co , Worslcy, send price list from pit 
mouth to the Manchester Engineering Co , lid , and promise exceptional 
facilities, especially in nuts suitable for smelting purposes. Draft the 
letter 

6. John Richards, having received a large consignment of raw 
skins from South Africa, informs Arthur Owen thereof, stating that he 
has been able to secure them at the average rates realised at the last 
auction sale.s, and that there is a probability of an early rise It would 
therefore be in A 0 ’s interest to purchase at once. Write the letter. 

7. Arthur Owen replies stating that he will pay a visit to J K.’s 
warehouse on purpose to view the skins and make a selection. Draft 
the letter. 



CHAPTER III 
Orders 

When giving an order, the wishes of the person granting the order 
should be carefully stated, especially in regard to such matters as 
the kind, quantity, quality, colour, packing and price of the goods, 
the terms of payment, the mode of transport, the time of delivery, 
insurance, etc. This should be the case even though, by virtue 
of previous correspondence, some such ])oints have already been 
made clear to the person receiving the order. Any doubt in regard 
to any one of these points may lead to a further inquiry, thus 
entailing loss of time and possibly the loss of the market. For 
purposes of safety it is customary to send a sample along with the 
order, thus showing the quality, colour, or texture of the article to 
be supplied. If it is a question of a repeat order for goods which 
are well known, in most cases it is sufficient simply to indicate 
the quality by a number or in some similar way. Where only 
a few kinds of goods arc ordered the details are usually given in the 
body of the letter, but in case a large variety of go(xis is required 
they are often enumerated at the foot of the letter or even on a 
s(‘j)aratc sheet. Where an order is urgent and is therefore tele- 
graphed, the telegram should be immediately confirmed by a letter 
in which the context of the communication is given. Large firms 
frequently use printed order forms or post cards, so that it is only 
necessary to fill in the particulars of the order in the space allotted. 

If the person ordering the goods is not the consignee himself, but 
requires them to be sent to a third party, he may nevertheless ask 
for a sample of the goods in order to be able to deal with any sub- 
sequent claim. Where the person ordering the goods has indicated 
a certain price or stipulated a price limit, the party receiving the 
order must not exceed this limit without first entering into com- 
niunicaTion with the buyer. Arbitrary changes in the execution 
of an order, whether in the buyer's favour or not, need not be 
accepted by him. When the buyer has great confidence in liis 
agent, he sometimes allows him a free hand, and simply expresses 
the wish that the goods be supplied at the lowest possible prices. 
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The main points to be stated in a letter containing an order 
may be stated briefly as follows — 

(1) The quantity and quality of the goods ordered — their kind, 
colour, degree of fineness, number, etc. Where an exact descrip- 
tion is impracticable, or where no sample or pattern has been 
received, it is advisable to send a sample or pattern. « 

(2) The price of the goods ordered or the price which the buyer 
is prepared to pay for them. The price may either be limited, in 
which case the person ordering mentions a figure which must not 
be exceeded, or be left to the discretion of tlie party to whom the 
order is given. In the latter case it is usual to express the 
expectation that the lowest possible prices will be charged, 

(3) The time allowed for delivery and the conditions of payment. 
The former varies according to the size of the order. The latter 
may be for cash ; on credit with mention of discount for earlier 
payment ; or against remittance, draft, or acceptance. 

(4) The mode of carriage to be adopted. Instiuctions are given 
as to whether the goods are to be sent by carrier, railway, or by 
water. 

Finally, any special points should be mentioned which the buyer 
wishes to have observed, such as the nature of the ])ackirg, insurance, 
the payment of customs duty, etc, 

EXAMPLE 34-ORDER FOR LAMPS 

Telephone: 18,762. 

THOMAS BLACK, Gas and Electric Fittings 


The British Lighting Co., Ltd., 

Victoria Bridge, Manchester. 


Oldham Road, 

Rochdale. 

5 th Oct., 19 .. 


Dear Sirs, 

Referring to your letter of the 20th September, I shall be glad 
if you will let me have as samples 4 Lamps of each of the various 
sizes, and suitable for streets, hospitals, restaurants, ^ools, 
and offices. Kindly let me have these at your lowest possible 
price, and oblige, 

Yours faithfully, 

Thomas Black. 


(See No. 47.) 
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EXAMPLE d 5 - 0 RDER FOR DRY GOODS 

(See No. 20 ) 


Commercial Road, 

Portsmouth. 

14th Feb., 19.. 


Messrs. John Horton & Sons, 

Dry* Goods Merchants, London. 


Dear Sirs, 

I have received your price-list, and shall be glad if you will 
send me by rail as early as possible — 


2 cwt. “Guayaquil ” Cocoa at 50/- per cwt. 


2 

„ “ Ceylon ’ ’ Cocoa 
„ “ Caracas ” Cocoa 

at 70 /- „ „ 

2 

at 80/- „ „ 


,, Smyrna Figs 

at 24 /- 

I 

,, Sweet Bari Almonds 

at 52/- „ „ 

I 

„ Sweet Avola Almonds 

at 57/- 

i 

,, Bitter Sicilian Almonds 

at 54 /- 


I hope you will be able to reduce the above prices somewhat, 
and that you will take care that the goods are carefully packed. 
Insurance will be effected by myself. 

You may draw upon me for the amount of the invoice, at 
the same time advising me that you have done so. 

1 am. 

Yours faithfully, 

Thomas Edwards. 


EXAMPLE 36 -OBDER FOR MACHINES 

(S?c N ). 29 ) 


Mr. John Dowson, 

Engineering Works, 


Leicester. 

7th May, 19. . 


Manchester. 

Dear Sir, 

We acknowledge receipt of your letter of the Sth inst., and 
request^ou to take in hand the construction of three pumping 
machines described in detail in ours of the 3rd May, at the 
prices fixed by you, viz., 


fi45 for No. I. 
£140 for No. 2. 
^130 for No. 3. 
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As you make no mention of the guarantee usually given 
when delivering machines, we would point out to you that we 
must stipulate for a two years’ guarantee, during which period 
you engage to make good any necessary repairs free of charge. 
Moreover, to ensure a prompt delivery of the machines on the 
1st Aug., you bind yourself to pay us a compensation of £2 
{two pounds) for each day over and above the dace fixed for 
delivery. 

Requesting you to acknowledge acceptance of our order, 
and to confirm conditions stated above, 

We remain, 

Yours faithfully, 

Thompson & Jones. 

(Seo N'). 44.) 

EXAMPLE 37-OIlDER FOR PEAS 

(Si'f No. 32 ) 

Park Road, 

Hampstead. 

2nd Feb,, 19.. 

The Garden Produce Supply Co., 

Covent Garden, W.C. 

Dear Sirs, 

With reference to your favour of the 30th ult., together with 
samples, I beg to accept your quotation of 186/3 ton of 
Large Peas carefully sifted, and shall be glad if you will forward 
a consignment of two tons, in accordance with your sample. 
Although I am accustomed to buy carriage free, I consent 
to pay the freight in this instance, but in consideration of this 
you will no doubt make me an allowance of 2% discount. 

On receipt of the consignment, I shall cover you for the 
amount of the invoice. 

Yours faithfully, 

John Buckingham. 

(Sec No. 42 ) 

EXAMPLE 38-ORDER FOR COTTON 

(See N ) 25 ) 

Bolton Road, 

Farnworth. 

6th Sept* 19 • • 

Mr. T. Oliver, 

Manchester. 

Dear Sir, 

I have just received your letter of the 4th inst., and, in 
accordance with your offer, I am willing to take 100 
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Bales of good middling Texas at 5|d. per lb. — delivery in 
October, 

Kindly make note of this order and oblige, 

Yours faithfully, 

James Rothwell. 

(Str N'.. 4« ) 


EXAMPLE 39-ORDEIl FOR SUGAR 

(St Xo. 28) ■ 


Messrs. John Minardo & Sons, 
Leadenhall Street, 
London, E.C. 


King’s Road, 

Portsmouth. 

9th Oct., 19 


Dear Sirs, 

We are in receipt of your letter of yesterday ’s date, and beg 
to confirm our reply by telegram as follows— 

‘‘Accept 240 cwts. at 33/— immediate delivery.^’ 

Please take note of our order, and kindly advise us when you 
dispatch the goods. 

Yours faithfully, 

Eade & Co. 

(S>e Nj. 46) 


EXAMPLE 40 ORDER FOR RROOCHES AND DRACELETS 

Bishop's Road 
Stockport. 

6th Feb., 19.. 

Messrs. Lewis & Co., Ltd., 

Market Street, 

Manchester. 

Dear Sirs, 

I beg to thank you for the samples you sent me on the 30th 
ult., and shall be glad if you will execute as early as possible 
the order for 

• 6 Doz. Brooches and Bracelets, 

IS specified on the enclosed order sheet. 

Please let me have a confirmation of this order, and oblige. 

Faithfully yours, 

John Yates. 
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ORDER SHEET 

Order No. 319 from JOHN YATES 

To Messrs. Lewis & Co., Ltd. 


3 doz. Brooches— 

No. 2116 2128 2132 2145 2148 2150 


^ 19/6 20/6 21/- 22/- 23/- 25/- per doz. 

3 doz. Bracelets— 

No. 2305 2312 2324 2332 2340 2348 


@ 20/6 21/3 21/8 23/- 24/- 25/6 per doz. 


EXAMPLE 4I~ ORDER FOR CKIARS 

I Compton Street, 

Ashton-under-Lyne. 

23rd June, 19. . 

Mr. Theophelus Stubbins, 

8 High Street, 

Manchester. 

Dear Sir, 

On the receipt of your offer of the i8th inst., I was engaged 
in Stock-taking for the purpose of preparing my final accounts. 
I found that, owing to slackness of business, my stocks of the 
various brands of cigars were fairly large. It is for this reason 
that the interruption has taken place in our business relations, 
which I regret as much as you do yourself. 

My requirements in cigars at the present moment are not 
very large, and I shall therefore be obliged if you will send me 
the following by rail, well packed in a case — 

2,000 Imitation Havana at 25/- per 100 


2,000 Mild Brema at 27/6 

500 Cuba at 30/- 

500 Friendship at 45/“ 

500 Victoria at 60/- 


500 Imported Havanas at 90/- 


6,000 

For the amount of your invoice you may cover youffeelf by 
drawing upon me at three months from the date of the invoice. 
I am, 

Yours truly, 

William Hartley. 


(S.x> No. 61.) 
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TEST PAPER X 

Draft the following letters— 

1. On the 6th May, T. Minardo orders from Frank Andrews 6 Camel 
56" X 76" 60" X 80" 64" x 90" 

Hair Engs. Two each of — per rug. 

^ 7/6 10/ 12/6 

lie a.sks for an early execution of the order. 

2 On the 18th Feb , Frank Jackson, of Oldham, orders from John 
Hall, of Manchester — 

8 maltre.sses of \-arious sizes (two of each size and similar stuffing), 
giving the exact sizes, numbers, and prices in accijrdance with the offer 
contained in Test Paper IX, Q 2. On receijit of the goods he promises 
to send half payment in cash and the balance 30 days later. 

3 On the 26th Oct, John Grocer & Son confirm by letter their 
telegmm of the same date, referring to the immediate consignment of 
1,600 cwt prime Refined Loaf Sugar (a* 33/- per cwt., with 2% discount 
against cash. 

4 On the lOth Sept, Wm Eaves, of Swmtoii, recpiests Williams 
& Co , of Manchester, to send (by parcels post) 20 ]-lb. tins ot Sardines 
in Oil at lOd. and 20 i-lb tins of Lobster at lid as a trial order, and 
in doing so he refers to their price list Terms cash on receipt of goods. 

5 John Knight, Portsmouth, gives Philip Robin.son, on 6th Feb., 
an order for 5,000 do/ White Cotton Handkerchiefs — 24" .square, 
hemmed, quality P, @ 3/6 per do/ Delivery within 30 days since they 
ate for export. 

6 T. Whittle Bros order from Wm J. Bertie, 2 casks of Brown 
Amber Varnish of the .same quality and at the same price as the last 
consignment. Delivery by rail per return 

7 On the 8th May, George Cousins, of Pendleton, orders from 
Haxendale & Co , Manchester — • 

2 doz sets of Knives and Forks with horn handles, No. 86, 

9/- per doz 

10 doz .sets do. with ebony handles. No 98, (a) 8/- per doz. 

6 doz. Forks with four prongs. No 766, ('</; 10/ . 

4 do/ Dessert Knives and Forks, No. 777, with ebony handles, 
@ 4/6 doz 

3 doz. Vegetable Knives, No. 518, (di 9d. 

He promises to pay cash less 2% on receipt of the goods. 




CHAPTER IV 

Confirmation, Execution, or Refusal of an Order 

According to the custom of traders in England, a person who has 
received an order is expected to confirm it without delay, and it is 
taken for granted that he has accepted the order unless he gives a 
refusal of it within a reasonable time. Where a trader has received 
an order either in the course of an already existing connection, or in 
response to an offer made by him, he is obliged to give an immediate 
reply or his silence is regarded as equivalent to an acceptance of the 
order. In practice, however, such a reply is sent only where — 

(fl) The order cannot be executed at once owing to the goods not 
being in stock. 

{b) An immediate delivery has not been demanded. 

(c) Tlie order has been received by telegram or on the telephone. 
If the order can be executed at once no confirmation is necessary. 
As the person receiving an order is expected to execute delivery 
whether he sends a confirmation or not, he must ascertain whether 
he is really in a position to deliver in accordance with the terms of 
the order, and whether the party giving the order is able to pay the 
corresponding price. If there is any doubt as to the standing of 
the customer, the trader must obtain information concerning him, 
or ask for payment in advance or on delivery, as the case may be. 

In acknowledging the receipt of an order it is customary to 
express thanks for it, and to repeat the essential points such as 
quantity, quality, nature of the goods, price, time of delivery, etc., 
in order to avoid any kind of mistake. If an order is declined or 
cannot be executed, it is usual to state the reasons. 

If the person ordering the goods is known to be insolvent or one 
^ith whom it is undesirable to enter into business relations, it 
better to offer some pretext for declining the order so as to avoid 
any unpleasantness. An advice of the consignment of goods is 
usually sent to the buyer, stating the manner and date of (^patch, 
^nd at the same time the invoice for the goods is forwarded. If a 
part only of the order has been executed, the reasons for this part 
delivery should be explained in order to avoid unnecessary claims 
being made. 

Where the mode of payment has not been stipulated, it is 
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inadvisable to draw upon the customer without first obtaining his 
sanction, for the non-payment of a draft entails expense and 
unpleasant consequences. 

Letters advising the execution of orders usually accompany the 
invoices announcing the dispatch of goods ordered and contain — 

(1) A reference to the receipt of the order. 

(2) Information as to the execution of the order. 

(3) Information as to the dispatch of the goods. 

(4) A statement of the amount of the invoice. 

(5) Mention of the manner in which the party who has executed 
the order intends to reimburse himself, viz., either by debiting his 
correspondent with the amount of the invoice, or by drawing on 
him according to his instructions. 

Tile letter usually concludes by a solicitation for further orders. 

EXAMPLE 42-CONFIRMATION OF ORDER FOR PEAS 

(Sec No. 37.) 

Telegrams; Produce. 

Telephone : Central 89. 

THE GARDEN PRODUCE SUPPLY GO. 


Covent Garden, W.C. 

4th Feb., 19. . 

Mr. John Buckingham, 

Hampstead, N.W. 

Dear Sir, 

We received your letter of the 2nd inst., and thank you for 
your order for — 

2 tons of Clean Sifted Large Cooking Peas 
at 186/3 ton. 

Our best attention has been given to the execution of this 
>rder, and we have forwarded the peas to-day by road. W< 
ire prepared to allow you a special discount of 2% against 
ash, although the price has already been fixed very low. 

We shall be glad if you will again avail yourself of our services 
the Ivent of further requirements. 

Awaiting the receipt of your remittance, 

We beg to remain, 

Yours faithfully, 

The Garden Produce Supply Co. 
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Enclosure — 


INVOICE 


CovENT Garden. 

Aih Feb., 19. . 

Mr. JOHN BUCKINGHAM, 

Park Road, Hampstead. 


Bought of THE GARDEN PRODUCE SUPPLY CO. 


1321/60 

40 Sacks Large Cooking Peas. 

Clean Sifted — 

f ' 




Tons 

cwt. qrs. lbs. 




Gross Weight 

2 

0 2 18 

i 1 



Tare . 


2 18 

'1 

i ' 



Net . 

2 

0 0 0 

1' i 1 

1 i 



@ 186/3 a ton 


;^18 12 6 

' 



Less 2% disct. . 


7 3 



1 



18 5 3 


3 



40 Sacks @ 6d. 

1 0 1 

0 



Amount due 4th Feb. 

;^19 5 : 

3 








Consigned by road at consignee’s risk. 


(Sit> No. 49 ) 


EXAMPLE 43-REQUESTlNG EXTENSION OF PERIOD OF DELIVERY 

Oxford Street, 

London, W.C. 

loth Feb., 19 .. 


Dear Sir, 

I am in receipt of your favour of the 8th inst., and regret 
having to inform you that it is impossible for me to deliver the 
5,000 doz. White Cotton Handkerchiefs within the next thirty 
days, as my factory is fully employed for some time to come. 

If yoli are in a position to extend the time of delivery to six 
weeks, I could execute your esteemed order by that time. If 
you accept these terms of delivery, kindly let me know by 
return of post, and oblige, 

Yours faithfully, 

Philip Robinson. 
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EXAMPLE 44-ACKNOWLEDGMENT OF ORDER 

(Sjc Nj. 36 ) 

Manchester, 

9th May, 19.. 

Messrs. Thompson & Jones, 

Leicester. 

Dear Sirs, 

I am in receipt of your favour of the 7th inst., with order for 
the delivery of three pumping machines, which I herewith 
acknowledge with best thanks. You may be assured I shall 
use my best endeavours to execute the order to your 
satisfaction. 

The omission of the customary guarantee in my respects 
of the 5th inst., was an oversight on my part, for which please 
accept my apologies. I herewith guarantee the three pumping 
, machines ordered for the space of two years, during which 
period I am prepared to repair, free of charge, any defects in 
the machines arising from faulty material. I likewise bind 
myself to deliver the three machines by the 31st July next, 
failing which to pay a compensation of 40/- (forty shillings) 
for every succeeding day of delay. 

Yours faithfully, 

John Dowson. 

Nj. 45.) 

EXAMPLE 45-INVOICE SENT 

(Sec No. 44 ) 

Manchester. 

28th July, 19., 

Messrs. Thompson & Jones, 

Leicester. 

^ear Sirs, 

The three pumping machines ordered on the 7th May were 
tispatched yesterday to your address. Please book the amount 
of the annexed invoice, ^415, to my credit. 

I trust the machines will reach your town on the 31st inst. 
Should you have them removed immediately they can be 
erected and be ready for work on the evening of the ist August, 
as my two fitters leave for Leicester to-morrow to make the 
requisite preparations. ^ 

I do 9 ot doubt that the machines will prove satisfactory, 
ind I hope you will likewise entrust to me the manufacture of 
remaining plant formerly mentioned. 

Yours faithfully, 

John Dowson. 


Ml 4108) 


(See No. 53.) 
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EXAMPLE 46-CONFIRMATION OF ORDER FOR SUGAR 

(Spe N>, 39.) 


Messrs. Eade & Co., 
Portsmouth. 


Leadenhall Street, 

London, E.C. 

loth Oct., 19.. 


Dear Sirs, 

We beg to confirm herewith your telegraphic order of the 
8th inst., for 240 cwts. Best Refined Loaf Sugar at 33/3— 
delivery in November, which we have booked for execution. 
The goods will be forwarded by rail within the first ten days in 
November, unless you should give contrary instruction in the 
meantime. 

We beg to remain, 

Yours faithfully, 

John Minardo & Sons. 

(S“c N I. fi7.) 


EXAMPLE 47-CONFIRMATION OF ORDER FOR LAMPS 

(S>e Nj. 34 ) 

Victoria Bridge, 

Manchester. 

7 th Oct., 19.. 


Dear Sir, 

We beg to acknowledge receipt of your favour of the 5tl 
inst., and thank you for the order you have given us. 

We have booked this order in accordance with your instruc- 
tions, and shall forward the Inverted Lamps (of which we an 
soon as they have been manufactured 
which will be before the 15th inst., charging you the lowest 
price possible. & & / 

In the hope that this trial order will lead to an enduring 
connection with you, 

We remain, 

’ Q 

Very truly yours, 

The British Lighting Co., Ltd., 

J. Brown, 

Secretary. 


Mr, Thomas Black, 
Rochdale. 
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EXABIPLE 48-ADVISIN6 DELIVERY OF COTTON 

(Sie N). 38) 


Mr. James Roth well, 
Farnworth. 


Bank Chambers, 

Cross Street, 

Manchester. 

loth Oct, 19.. 


Dear Sir, 

In thanking you for your esteemed order of the 6 th ult., 
I beg to inform you that it has this day been executed. 

Please find enclosed the invoice for 100 Bales Good Middling 
Texas Cotton, delivered f.o.r. for your account. 

I am taking the liberty of drawing upon you for the amount 
of the invoice at one month on the National Banking Co., Ltd., 
and trust you will meet the bill on presentation. 

I am. 

Yours faithfully, 
Thomas Oliver. 


Mr. JAMES ROTHWELL 

To Thomas Oliver Dr. 

INVOICE 

10 /A Oct., 19 .. 

100 Bales Good Middling Texas— 


Tons 

cwts. 

qrs. 

lbs. 

Gross 

22 

0 

I 

0 

595 Hoops 


6 

2 

9 


21 

13 

2 

19 

4 % Tare 


17 

2 

19 

Net 

20 

16 

0 

0 


@ 5l lb. 


Checked and weighed 
by E. Jones. 


(See No. 5J.) 

TEST PAPER XI 
Draft the following communications — 

1. Baxendale & Co. confirm by post card on the 10th May the order 
received from George Cousins. They regret that the execution of the 
order cannot take place immediately, as the Knives and Forks with 
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ebony handles are not in stock in sufficient quantity for the moment. 
The delay will amount at the most to 5 or 6 days. 

2. On the 25th June, Theophelus Stubbins thanks Wm. Hartley by 
letter for his order for 6,000 Cigars, which he has booked for execution 
and delivery on the due date. He intends to forward the invoice 
along with the consignment, and will cover himself by draft at three 
months as per instructions. 

3. On the 10th Feb , Lewis & Co , Ltd., confirm with thanks the order 
of John Yates, of the 6th inst , for 6 do;^. Rolled-Gold Brooches and 
Bracelets, which they have executed at once and in the most careful 
manner. They enclose the invoice for the goods which have been sent 
by parcel post, and ask the customer to credit them with the amount 
of the invoice, which is payable on 10th April. 

4. On the 8th May, Frank Andrews .sends to T. Mmardo the six 
Camel Hair Rugs by post, and encloses the invoice with his letter. 

5. W. J. Bertie informs Whittle Bros of the execution of their order, 
that is, of the forwarding by rail of two barrels of Brown Amber Varni.sli 
He encloses the invoice and as'cs the customer to credit him with the 
amount. 

6. Charles Baker acknowledges with thanks the order which F 
Charlton gave to his traveller on the Srd inst , which he has booked 
exactly in accordance with the customer’s instructions, and which he 
will execute to the satisfaction of the customer. He encloses a new 
price list, asks for its perusal, and awaits other orders in the event 
of further requirements. 

7. On the 20th Feb., John Malpas forwards 150 Sacks of Flour, 
No. 0, @ 14/9 ex mill, winch York Bros, ordered on 12th Teb The 
weight is 12 tons 16 cwt. Terms of payment’ 2 months net or 
discount for cash in 14 davs. 

8. The International Leather Co. inform Johnson & Co. by letter 
accompanying invoice of the execution of t eir order given ten day^ 
previously for the forwarding by rail of genuine Russia Leathkk 
Uppers in one Case mxrkid ^ /86, containing 10 pairs each of 
the following — 

Length of Uppers; 18" 20" 22" 24" 26^" 28" 


Price per Pair; 6/- 6/6 7/- 7/6 8/6 9/6 

Terms of payment: 2 months net or 2% discount against Cash; 4/- 
to be charged for the Case. 

9. The British Lino Manufacturing Co , at Runcorn, inform Mr. John 
Penny, Widnes, on the 6th Jan , by letter of the execution of his order 
of the 4th inst. forwarded by rail, and they ask for the amount of the 
invoice to be credited to them. They thank him for his order, and 
hope for the continuance of his patronage. Terms of payment; Three 
months acceptance, or Cash within 15 days, less 1J% discount. The 
particulars of the lino are — 
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Quality. 

Pattern 

No 

Thickness 
in inches. 

Weight 
per sq. ycl 

Price 
per yd. 

50 

D 

526 

i 

3 lbs 

s. d. 

1 6 

60 

C 

347 

3/16 

4 lbs. 

1 10 

40 

A1 

479 

3/16 

7 lbs. 

3 0 

50 

Excelsior 

603 

3/16 

8 lbs. 

3 6 


i'/ 



CHAPTER V 

Acknowledging Receipt of Goods and Making Payment 

The buyer (i.e,, the debtor) usually sends to the seller (i.e., the 
creditor) an acknowledgment of the receipt of the goods, except 
where the goods have been consigned along with a delivery note. 
If the goods have not been bought on credit, the amount of the 
invoice should he paid soon after the receipt of the goods. 

The mode of payment depends upon the arrangement between 
the buyer and the seller, and it may be either prompt cash, credit 
for a certain period, or against acceptance. Thus, 

"Net Cash ’’ means that no discount or allowance will be made; 

" 2J% for Cash " means that a discount of 2\% will be allowed 
for prompt payment; 

" 5 per cent, within a month ” means that if payment is made 
within one month discount at the rate of 5% will be deducted. 

In the wholesale trade, on account (d the expense, payments 
are rarely made in cash, but are nn stly made by cheque or bill of 
exchange. As the postal authorities pay a maximum indemnity 
of only £5 for an (.rdinary registered letter which has been lost, 
larger amounts than that ought not to be sent in this manner unless 
an extra registration fee is paid, and even then the limit of compen- 
sation is 3^400 for a maximum fee of Is. lOd. It is, therefore, better 
to transmit large amounts by means of cheques or bills of exchange, 
as, owing to the indorsement which is required, it is not so easy foi 
an unauthorised person to obtain payment. Although the money 
is due at the seller’s place of business and as, for that reason, the 
buyer has to bear the cost of sending the money, the expense of 
postage is occasionally deducted bom the amount of the invoice 
without remonstrance on the part of the seller. It should be noted 
that the Post Office receipt for the registered letter does not stand 
for a receipt of the addressee. 

Where the debtor and the creditor have each a banking account, 
payment is very frequently effected by transferring the amount 
from one account to the other. A creditor may collect the amount 
of his outstanding debts in the following manner — 

(1) By drawing a bill of exchange on the debtor. 

(2) By receiving cash on delivery (C.O.D.). 

76 
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A firm sending out travellers frequently uses their seVvices in the 
collation of accounts outstanding, but this is not a very satisfactory 
arrangement. Where a trader makes it a condition that the amount 
of his invoice shall be paid to him by means of a bill of exchange, 
he will advise the buyer of his draft at the time the invoice is sent, 
but he will not present the draft for acceptance until sufficient 
time has elapsed to give the buyer an opportunity to examine and 
approve of the goods. In letters advising drafts each should be 
separately indicated, and the amount, the due date, and the person 
to whose order it is payable, should be stated. 

EXAMPLE 49 -ENrLO.SlN« CHEQUE IN SETTLEMENT 

(S?c No. 42 ) 

JOHN BUCKINGHAM, Greengrocer 


Park Road, 

Hampstead. 

The Garden Produce Supply Co., 6th Feb,, 19.. 

Co vent Garden, W.C. 

Dear Sirs, 

I beg to acknowledge receipt of the two tons of Cooking 
Peas, the consignment of which you advised me by your letter 
of the 4th inst., and which I have found to be in order. 

In payment of your account, I enclose cheque for £ig 5s. 3d., 
and shall be glad if you will acknowledge its receipt and credit 
me with the amount. 

I beg to remain, 

Yours faithfully, 

John Buckingham. 

(S.f No .SO ) 

EXAMPLE 50 -REPLY: ACKNOWLEDGMENT OF RECEIPT 

(S-i- No. 49 ) 

Covent Garden. 

Mr. John Buckingham, 7th Feb,, 19.. 

Hampstead. 

Dear Sir, 

We received your letter of yesterday, enclosing cheque for 
5 st 3d,, for which we thank you. This amount has been 
passed to your credit in settlement of your account. 

Trusting to be favoured with your further orders. 

We are, 

Yours faithfully, 

The Garden Produce Supply Co. 
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EXAMPLE 61-SETTLEMENT BY BILL OF EXCHANGE 

(Scr No. 48 ) 

Bolton Road, 

Farnworth. 

i8th Oct, 19.. 

Mr. Thomas Oliver, 

Manchester. 

Dear Sir, 

I beg to acknowledge receipt of your letter of the 5th inst., 
as well as of the 100 Bales of Texas Cotton which reached here 
in good condition on the 15th inst. 

Your draft enclosed herewith has been accepted by me, 
payable at my bank on 5th January, and I shall not fail to honour 
it in due course. 

Believe me, 

Yours faithfully, 

James Rothwell. 

EXAMPLE 52-SETTLEMENT BY CHEQUE 

Rochdale Road, 

Oldham. 

22nd Mar., 19.. 

The Bolton Spinning Mills, 

Halliwell, Bolton. 

Gentlemen, 

In payment of your invoice of the loth inst., for Linen Yarn 
amounting to £28 12s. 6d. less 2j% discount, i.e., £27 19s., 
I beg to enclose cheque in settlement, and shall be glad if you 
will acknowledge its receipt by return of post. 

Yours faithfully, 

Stanley Gill. 

(Sx No. 54 ) 


EXAMPLE 53-ADVICE OE BILL DRAWN 

(See No. 45 ) 

Manchester. 

ist October, 19. . 

Messrs. Thompson & Jones, 

Leicester, 

Dear Sirs, 

According to our agreement, I beg to advise you that I have 
drawn upon you for £41$ order my own per 30th September, 
to settle the amount of my invoice of the 28th July last. 
Requesting you to take up my draft on presentation, 

I remain, dear Sirs, 

Yours faithfully, 

John Dowson. 
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EXAMPLE 64~ACKNOWLEDGMENT OF RECEIPT 

(Sm' No. 52 ) 

Halliwell, 

Bolton. 

24 th Mar., 19 . . 


Mr. Stanley Gill, 
Oldham. 


Dear Sir, 

We beg to acknowledge receipt of your letter of the 22nd 
inst., enclosing cheque for £27 19s., which we shall place to 
your credit in settlement of your account. 

Please remember us in case of any further requirements, 
and oblige. 

Yours very truly, 
per pro. The Bolton Spinning Mills, 

T. Sykes, 

Secretary. 


TEST PAPER XI r 
Draft the following communications - 

1 (rt) On the 5th Jan., Ceo. Penny & Co. acknowledge the receipt 
of a consignment from the British Lino Works at Runcorn. They 
st.ite that they have credited them with the amount of the invoice for 
u Inch they will send them a bill of exchange within a few days, deducting 
a discount of 

[h] The transmission of the bill of exchange on the 10th Jan , together 
with a covering letter. 

(r) Write the acknowledgment of receipt of the bill of exchange. 

2. [a] On the 25th of Feb., by registered letter, Messrs Malpas & Co., 
of Soiith.sca, inform the Flour Milling Co., at Cosport, that they received 
on the 20th mst., the 150 Sacks of Flour No. 0, and that they have found 
the weight and the invoice correct, and express satisfaction with the 
ciuahty. They enclose cheque for ;^183 Os , representing the invoice 
amount less 1^% discount. They ask for acknowledgment of receipt. 
[h) Draft the letter containing the acknowledgment of receipt. 

3 (a) On the 20th Jan., Henry Dunn acknowledges the receipt of 
one case containing 60 pairs of Uppers consigned per rail by the Bolton 
laniung Co., and says that he will credit them with the amount of the 
invoice which he has found correct. 

(^) r wo months after the date of the invoice, Henry Dunn sends to 
the Bolton Tanning Co. the amount of their account by cheque. 

(0 The Bolton Tanning Co. acknowledge receipt of the same. 

. ^ 9*^ fOth Nov., J. Rostron Bros, Leeds, request T. Dodd, of 
lakefield, to remit to them the amount of their account by paying 
jcorge Hunter, who resides at the same place as him, and to advise 
leni when he has done so. They say they have instructed George 
lunter to collect the amount at Dodd’s place of business, and enclose 
"'^ir latest price list. 



80 


COMMERCIAL CORRESPONDENCE 


5. On 10th Nov., J. Rostron Bros, write to Geo. Hunter, informing 
him that they have instructed T. Dodd to pay him the amount of ;^60 
which is outstanding against him, and they request Hunter to collect 
this amount at Dodd’s place of business. At the same time they enclose 
a cheque for 19 2s 6d., which together with the above £60, will balance 
his account. They also state that his last consignment has given 
complete satisfaction, and promise further orders in the event of any 
requirements. 

6. On 13th Nov., T. Dodd advises J. Rostron Bros, that, in accord- 
ance with their request he has paid to Geo. Hunter the amount of 
;^60, and encloses a duplicate of the receipt in proof thereof. He asks 
them to credit him with the amount again.st their invoice of the 8th 
June. He also thanks them for their price list, and promises to avail 
himself of their services in case of future requirements. 

7. On the 13th Nov , Geo. Hunter acknowledges the receipt from 
J. Rostron Bros, of their letter of the 10th inst., enclosing cheque for 
;^19 2s. 6d., as well as of the amount of £60 paid by T. Dodd, which 
two amounts he has placed to the credit of Rostron Bros ’ account in 
settlement. He says he is pleased to hear that the last consignment has 
given satisfaction, and that any further orders from them will receive 
his best attention. 



CHAPTER VI 

Cancellation of an Order 

The cancellation of an order may be caused by various unforeseen 
( ircunistances, and the person cancelling the order is obliged to 
ht<ite the reasons for so doing at a sufficiently early date, to prevent 
the ('xecution of the order. If it is impossible to cancel the order 
in time by letter, it will have to be done by telegiam, and in this 
ca^e a confirmation should be sent at the same time by letter. 
In practice, the cancellation of an order is always accepted if the 
pally receiving the order suffers no damage, and if prospects for 
liituri' orders are held out to him. An undue delay in the execution 
of .m order (e.g., exceeding the time of delivery) is often an excuse 
for the cancellation of an order. In like manner and under similar 
uKumstances, an offer may be withdrawn or an order may be 
icfiiM’d 



KXAMPLK 55 -( AN(’KIXIN(i ORDER 

DONALD TAPLIN, Retail Provision Dealer 


Messrs. Timson & Brown, 
Liverpool. 


30 Birkenhead Road, 

New Brighton, 

near Liverpool. 

I2th Sept., 19., 


Dear Sirs, 

Yesterday I gave your traveller, Mr. Murgatroyd, an order 
for two cases, each containing 48 tins of Ox Tongue, and three 
cases each containing 12 tins of Corned Beef, to be delivered 
on the 20th inst. However, as I have just had the bankruptcy 
stock of a provision dealer here offered to me at an extremely 
low figure, I have decided to accept this offer. 

The consequence is that my requirements will now be fully 
covered for some time to come, and I therefore greatly regret 
saving to cancel my order with you. As soon as my stock needs 
81 
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replenishing, which may occur in two or three months’ time, 
I shall have the pleasure of making good to you the loss of this 
order. 

I am, 

Yours very truly, 

Donald Taplin. 

(See No. 56 ) 


EXAMPLE 56 -REPLY 

(S^ No. 55 ) 

370 Station Road, 

Liverpool. 

14th Sept,, 19.. 

Mr. Donald Taplin, 

New Brighton. 

Dear Sir, 

We beg to acknowledge receipt of your letter of the 12th 
inst., in which you cancel the order given to our traveller. 

Your remarks have been duly noted, and we look forward 
to your further orders in the event of any requirements. Our 
traveller will have pleasure in calling upon you on his next 
visit to your town and will be glad if you decide to favour him 
with an order. 

We are. 

Yours faithfully, 

Timson & Brown. 

EXAMPLE 67 -TELEGRAPHIC CANCELLATION OP AN ORDER 

“ Learol ” (Telegraphic address of 

The Southern Oil Co., Genoa). 

Cancel | yesterday’s | order | for Olive I Oil 

Greenfield 

(Sx- No. 58 ) 


EXAMPLE 68~LETTER CONTAINING CONFIRMATION OF 
TELEGRAM 

(S3e No. 57.) 

Dear Sirs, 

I gave you an order yesterday for 2 Barrels of Olive Oil, 
Quality C, at £3 los. per cwt., carriage paid, delivery at the 
end of October, but very much regret having had to send you 
the following telegram — 

“Cancel yesterday’s order for Olive Oil.” 
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This I felt myself compelled to do, since, according to the latest 
market reports, the price of Olive Oil has dropped considerably 
in consequence of abundant yields. 

In order to indemnify you for the loss of this order, I shall 
be glad if you will send me, as early as possible, 4 cases of 
Malaga Lemons containing 700/750 at 28/- ; 600/650 at 30/- ; 
350/375 at 14/3; and 300/325 at 15/3; F.o.b. Liverpool; 
terms as usual. 

Thanking you in advance. 

I am, 

Yours faithfully, 

John Greenfield. 


EXAMPLE 69 -€ANCELLINfi ORDER 

Nottingham Road, 

Birmingham. 

25th Mar., 19.. 

The British Portland Cement Co., Ltd., 

City New Road, London, E.C. 

Dear Sirs, 

To-day I requested you to send me by ist April, 

50 Tons of Portland Cement. 

To my great regret the buyer of these goods has just cancelled 
the order, a fact which compels me likewise to cancel my order 
with you, especially as business in the building line does not 
promise to be active during the approaching Spring. 

I shall, therefore, be glad if you will abstain from consigning 
the goods, but I shall not fail to indemnify you in the event of 
future requirements. 

I am, 

Yours faithfully, 

John Watts. 

(S’c Nj. 6() ) 


example 60 -REPLY: OFFERING LOWER QUOTATION 

(Sjc No, 59.) 


Mr. John Watts, 

Nottingham Road, 

Dear Sir, 


City New Road, 

London, E.C. 

26th Mar., 19.. 


in receipt of your two letters of yesterday’s date, 
^ of which contained an order for 50 Tons of Portland Cement, 
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to be delivered by the ist April, which was cancelled by your 
second letter. We very much regret that you have decided 
upon cancellation owing to the retirement of your customer 
from the contract. 

We are of opinion that in your town, with its favourable 
position on the river, there should always be some demand 
for Cement, which is also a requisite in other industries. Owing 
to our very large contracts, we are in a position to supply this 
article at extremely low prices, and we are content ourselves 
with the smallest possible profit, relying solely upon a speedy 
turnover. We have, however, decided to reduce the price for 
you by a further 5%, charging you 7/2 per ton only, instead of 
7/6, payment against cash, and on the understanding that you 
renew your order by return of post. 

We are. 

Yours faithfully, 

per pro. The British Portland Cement Co., Ltd., 
M. Hilton, Secretary. 

TEST PAPER XIII 

Write the following letters - 

1. (a) On the 20th Feb , John Knight, of Portsmouth, cancels his 
order for 5,000 doz. Cotton Handkerchiefs given to Philip Robinson, 
since he has learned in the meantime that his Brazilian customer has 
gone bankrupt. 

[h] Philip Robinson regrets the cancellation of the order, and 
recommends himself in case of further requirements. 

2. On the 9th Oct , Thomas Black cancels the order for Inverted 
Lamps, which he gave to the British Lighting Co., Ltd., on the 5th Oct , 
stating as the reason the fact that his business premises have since 
been destroyed by fire, and he is therefore compelled to find other 
premises. Owing to the scarcity of suitable business premises, however, 
this might not be so easy, so that he does not require any more stock 
just at present. He'|)romises to place an order with them as soon as 
he has found suitable premises. 

3. On the 5th March, T. Simpson ordered from Lawton & Co., Seed*! 
to be delivered on the 5th April, but he has received neither the goods 
flor a letter. He therefore cancels his order on the 20th April, owing 
to the expiration of the time of delivery, and he says that he will be 
obliged to refuse the goods should they arrive, since the date li^cd 
for their sale is past. 

4. V. Collinge ordered lace on the 2nd Jan. from the Wholesale 
Lace Co. for delivery on the 15th Jan., but on the 4th Jan. he received 
a letter saying that delivery could not be effected before 10th I'cb, 
as the manufacturer was full up with orders, and had absent on sick 
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leave several of his most skilful workmen. V. Collinge therefore 
cancels his order on the 5th Jan , as he is unable to wait so long, and 
says that he is obliged to place the order elsewhere so as to be able to 
maintain competition with other traders 
5. On the lOth April. L. Garner is compelled to cancel the order 
lor Essential Oils, which he gave on the 5th April to Thompson &. Co , 
alleging that he is obliged to announce his bankruptcy owing to exten- 
sive business losses, and the pressure of his creditors lie says that 
he has always been well satisfied with their deliveries, and promises 
that, after the crisis, he will place further orders with them. 



CHAPTER VII 

Claims in Connection with Goods Delivered 

In spite of preceding arrangements and the settlement of the terms 
and conditions of the contract in writing, differences of opinion 
frequently occur during the transaction of business and these often 
lead to tedious disputes. Of course any reasonable person will 
abstain from making a claim if the defects arc insignificant; ard 
only when there arc substantial discrepancies between the goods 
and the stipulations of the order will a trader ask for an indemni(\ , 
or place the goods at the disposal of the sender. This should be 
done at once, or, in any case, within the time stipulated on the 
invoice. Meanwhile the buyer assumes responsibility for tla; 
temporary warehousing of the goods forming the subject of tlu' 
claim. 

The seller will probably defend himself against the claim as far 
as possible, but if any defects are proved, it should be bis endeavour 
to settle the matter amicably. The tone of his correspondence 
should remain polite and ought never to degenerate into abuse, 
as unfortunately is sometimes the case. It is to the advantage of 
both parties to effect an amicable settlement either by exchanging 
the goods or by making an allowance. This is preferable to taking 
the matter into court. 

EXAMPLE 61-REFUSAL TO ACCEPT GOODS 

(See No. 41.) 

WILLIAM HARTLEY, Tobacconist 


Mr. Theophelus Stubbins, 
High Street, 

Manchester. 


Compton Street, 

Ashton-under-Lyne. 

30 th June, 19 .. 


Dear Sir, 

The cigars ordered from you on the 23rd inst. came to hand 
yesterday, but to my regret I have to inform you that the four 
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half boxes of Brema are not according to order. I stipulated 
that they should be light and mild, but instead two of the boxes 
are Colorado and two Madoura, i.e., very dark in colour and 
strong in flavour. It is impossible for me to make use of these, 
especially as I am still well stocked in dark colours, and in fact 
have more than I can dispose of. 

I am extremely sorry to have to place these 2,000 cigars at 
your disposal, and shall be glad if you will substitute light 
colours for them as early as possible. 

I am. 

Yours faithfully, 

William Hartley. 

(S >e N >. (i2 ) 


KXAMPLK 62-REPLV: OFFEKINfl SPEFIAL ALLOWANPE 

(S'c No HI ) 

High Street, 

Manchester. 

2 nd July, 19 . . 


Mr, Wm. Hartley, 

Ashton-under-Lyne. 

Dear Sir, 

It is with great regret that I learn from your letter of the 
30th ult,, that a portion of my consignment of cigars is not 
to your satisfaction. 

I was away travelling and must- ask you kindly to excuse 
the mistake of my forwarding clerk. The consignment of light 
colours in substitution of the four boxes refused 0 / you will leave 
here in a few days, as, unfortunately, they are not in stock at 
the moment, and will first have to be made. If you can possibly 
keep the four faulty boxes, I shall be pleased to make you a 
special allowance of 5%, and no doubt you would be able to 
nnd a customer for them. 

Trusting that you will accept my proposition, and that the 
mistake which has occurred will not deter you from placing 
your further orders with me, 

I remain, 

Yours faithfully, 

Theophelus Stubbins. 

7-(H10b 
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EXAMPLE 68 CLAIMING ALLOWANCE 


Messrs. John Williams & Co., 
Manchester. 


Moorside Road, 

Swinton, 

near Manchester. 

5th Oct, 19.. 


Dear Sirs, 

To-day one of my customers returned three tins of lobster 
to me, the contents of which, owing to the leakage of the tin, 
had become unfit for consumption. 

Though this is an unfortunate occurrence when it is a question 
of a trial order, I am willing, nevertheless, to abstain from blam- 
ing you for the mistake, but suggest that you give me credit 
for their value, viz., 2/10, which may be deducted from my 
future payments to you. 

I am, 

Yours truly, 

William Eaves. 

No 64 ) 


EXAMPLE 64 -GRANTING ALLOWANCE 

(Spc No. 63.) 


Mr. William Eaves, 
Swinton. 


76 Shudehill, 

Manchester. 

7th Oct., 19.. 


Dear Sir, 

We received your letter of the 5th inst., and greatly regret 
that three faulty tins of lobster were included in our last sample 
consignment. 

We trust that you have not incurred any disagreeable 
consequences thereby, and have credited you with the amount 
of 2/10 as requested. Representations will be made to our 
supplier in order that the recurrence of such an event may be 
avoided. 

We beg to remain. 

Yours faithfully, 

John Williams & Co. 
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EXAMPLE 65 ~ RETURNING DEFECTIVE GOODS 
High Street, 

Widnes. 
loth Jan., 19. . 

Mr. Frank Andrews, 

Wigan. 

Dear Sir, 

Your consignment of Camel Hair Rugs of the 8th inst. has 
not been at all satisfactory. Their finish is decidedly bad, for 
in no way do they feel smooth and soft, but the hair is very 
rough— a fact which is very much against the appearance of 
the rugs — and thus repels the buyer. 

I am unable to offer any such goods to my customers, and am 
therefore returning them in the hope that you will let me have 
goods of a better appearance. 

Yours faithfully, 

T. Minardo. 

(S.'e No ) 


EXAMPLE 60 -REPLY ; PROMISING SATISFACTORY GOODS 

(Sv No fiS ) 


Mr. T. Minardo, 
Widnes. 


Frog Lane, 

Wigan. 

12th Jan., 19, . 


Dear Sir, 

From your favour of the loth inst., I learn with regret that 
you are not satisfied with the execution of your order of the 
8th inst. The defects which you point out were noticed by me 
before the dispatch of the goods, but I ascribed the bad appear- 
ance of the rugs to the damp weather which has prevailed of 
late, and hoped that firm packing would soon rectify the defect. 
Moreover, I was unable to send you any other rugs as these 
were the last of my stock. 

As soon as further stock comes to hand, I shall forward you 
a supply of smooth, well-finished articles to take the place of 
the defective goods, which I trust will be to your satisfaction. 

I am, 

Yours faithfully, 

Frank Andrews. 


(See No. 69.) 
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TEST PAPER XIV. 

Write letters from the following particulars— 

1. On 15th May, George Cousins, of Pendleton, acknowledges receipt 
of the consignment of Knives and Forks sent by Baxendale & Co , of 
Manchester, and finds fault with six pairs with horn handles, which 
are somewhat loose in the handle, and can easily be pulled out. He 
returns these defective goods by post, and asks them to substitute 
better ones. 

2. Baxendale & Co acknowledge receipt of the letter of the 15th 
May from Geo. Cousins, m Pendleton, saying that they regret the dis- 
patch of defective goods, and attribute the defects to the texture of the 
horn which frequently occurs in that particular substance. They 
send six other pairs of knives and forks to substitute the faulty goods, 
and tender their apologies. 

3. Whittle Bros, complain of the consignment of Varnish received 
from W. J. Bertie, in Leeds, alleging that it was too thick, and not 
sufficiently liquid — a fact which was very disadvantageous and detri- 
mental to its use. They offer to retain the goods, however, on condition 
that an allowance of 5% is made in the price, failing wliich they suggest 
that Bertie should dispose of the goods. 

4. W. J. Bertie attributes the condition of the Varnish to the fact 
that it has been in stock for a long time. However, he says the defect 
can easily be removed by slightly heating a portion before its immediate 
use — a process which would liquefy the varnish and restore it to its 
original condition. He says that in his opinion there is no ground 
for a claim, nor any rea.son to return the Varnish Nevertheless, m 
order to meet the customer, he will make them an allowance of 
but is unable to do more. 

5. On the 13th March, F Charlton, in Accrington, advises Charles 
Baker, in Manchester, that on inspecting the consignment of Kid Gloves 
received on that day, he discovered that 18 pairs manifested small 
stains in the leather which, unfortunately, were easily discernible. He 
states that they are unsaleable, and that he will return them by the 
following post. He asks for the goods to be supplied in the same 
colours and numbers, but in faultless goods. 

6. Charles Baker accepts Charlton’s statement in regard to the 
defect in the goods, and tenders his apologies, saying that the mistake 
was due to an oversight of the sorters, who mixed some second gratle 
gloves with the first grade. He also notifies Charlton that 18 pairs 
of the finest quality, in the same colours and numbers, had been sent 
on the 15th March, and hopes that the matter will thereby have been 
satisfactorily settled. 



CHAPTER VIII 

Reminders Concerning Payment 

The want of punctuality of many debtors and the desire of the 
( R'ditors to o])tain tlicir money at the proper time, induce the latter 
to send nut reminders. Owing to tlie possession of large stocks, 
selh rs often make exceptional offers or grant extended periods of 
(M'dit, and this sometimes creates the idea amongst buyers that 
the stipulations as regards terms of payment will not be insisted 
upon, and if the buyer experiences some trouble in re-selling the 
goods, he considers that he is entitled to furtlKT concessions from 
the seller. If tlie latter vjorks with an inad('([uatc amount of 
capital, or if he has embarked upon transactions the results of which 
cannot he foreseen, he may soon find liimself in difficulties. In 
some cases the seller may obtain the money invested in the goods 
only after the lapse of a whole year. His efforts to shorten the 
terms of payment and his endeavour to insist energetically upon 
payment may be perfectly justified, but in these endeavours he is 
not always successful, .so that combined action has sometimes to 
1)0 taken through a trade as.sociation. 

The method of reminding the debtors of payment may be varied 
according to circumstances. Apart from the personal character- 
I'^tics of the debtor, the circumstances of the case have also to be 
taken into consideration. To a small trader whose customers are 
in the habit of paying quarterly or half-yearly, long terms of credit 
must be granted. More successful results can be achieved in a 
friendly way than by rough treatment, which is only advisable in 
tlu' case of unwilling debtors, 

1 he mildest form of reminder is a statement, whilst a more severe 
form is the threat to collect the debt by means of a draft. The 
"'iqinlation of the acceptance of a bill of exchange is a good means 
of obtaining punctual payment. The only retort a debtor can make 
fo a reminder is either to pay or to ask for an extension of the 
period of credit for which he should be duly grateful. Any other 
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reply would reveal him in the light of a person who was unworthy 
to receive credit. 

The first application for payment should always be worded con- 
siderately. It sometimes forms part of a letter dealing with other 
matters, but more frequently accompanies a statement of account 
rendered at the close of a month, or other period. 

The second application should be couched in a somewhat sharper 
tone, especially if the debtor has left the previous application 
unanswered or failed to keep a promise to pay. 

Care should be taken, however, not to treat a debtor who usually 
pays promptly and chances to find himself in a temporary difficulty 
in the same way as one known to be untrustworthy. 


EXAMPLE 67-REmNDER CONCERNING PAYMENT 

(S?c No 46 ) 


Telegraphic Address : Mioardo, London. 
Telephone: 1876 Central. 


JOHN MINARDO & SON, Wholesale Grocers 


Messrs. Eade & Co,, 
Portsmouth. 


Leadenhall Street, 

London, E.C. 

30 th Nov., 19 . , 


Dear Sirs, 

We regret that since our last letter of the 9th inst., enclosing 
an invoice for £400 payable on the 23rd Nov., we have not 
received any communication from you. 

We shall be pleased to receive your cheque, and, in the 
event of your further requirements, we shall be glad if you will 
remember our firm, and therefore enclose our latest price list 
for your perusal. 

We are, 

Yours faithfully, 

John Minardo & Son. 


(S?e No. 68.) 
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example 68-enclosing CHEQUE IN SETTLEMENT 

(S?e No. 67.) 


Messrs. John Minardo & Son, 
London. 


King's Road, 

Portsmouth. 

2nd Dec,, 19. . 


Dear Sirs, 

We received your favours of the 9th and 30th ult., and beg 
to enclose cheque for ;^400 in payment of your invoice of the 
9th Nov. 

Owing to alterations to our premises, we regret having over- 
looked the due date of your invoice, and shall be glad if you 
will excuse the omission. 

Believe us, 

Yours faithfully, 

Eade & Co. 

EXAMPLE 69 -CALLING ATTENTION TO UNSETTLED ACCOUNT 

(Sec No. 6(S ) 

Frog Lane, 

Wigan. 

1 2th Aug., 19. . 

Mr. T. Minardo, 

Widnes. 

Dear Sir, 

In looking through my books I find that my invoice of the 
8th May for £2 is still unsettled, and shall be glad to receive 
your early remittance. 

At the same time I take this opportunity of drawing your 
attention to my large stock, and shall be glad to receive your 
further orders. 

I am. 

Yours faithfully, 

Frank Andrews. 

(Sec N;. 70.) 


EXAMPLE 70 -FURTIIER REMINDER 

(S-fi No. 69.) 


T. Minardo, 
Widnes. 


Frog Lane, 

Wigan. 

27th Aug., 19.. 


I^ear Sir, 

I am still without reply to my letter of the i2th inst., and no 
remittance has yet come to hand in s^tlement of your account 
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for £3. Should I not have received a remittance by the 5th 
Sepft., 1 shall take the liberty of drawing upon you at sight. 

Yours faithfully, 

Frank Andrews. 

(See No. 71.) 

EXAMPLE 71 -THREATENING TO TAKE STRONGER MEASURES 

(Sse No. 70 ) 

Frog Lane, 

Wigan. 

Mr. T. Minardo, 15th Sept., 19.. 

Widnes. 

Dear Sir, 

To my astonishment you have allowed my draft of the 5th 
Sept, to be returned, and I therefore find myself compelled to 
request you to send to me without fail the amount of £3 owing 
on or before the 22nd inst. 

In the event of your refusing to comply with my request, 
I shall be obliged to resort to other measures. 

I am, 

Yours faithfully, 

Frank Andrews. 

(Soe No. 72 ) 


EXAMPLE 72 -ASKING FOR POSTPONEMENT OF PAYMENT 

(S^c No. 71.) 

High Street. 

Widnes. 

Mr. Frank Andrews, 16th Sept., 19.. 

Wigan. 

Dear Sir, 

I am in receipt of your letter of yesterday, and shall be pleased 
if you will excuse my delay in settling your outstanding account. 

Unfortunately the extremely hot summer has been very 
detrimental to business, and the demand for Camel Hair Rugs 
has been so small that half of your consignment is still unsold, 
despite the fact that it is nearly the end of the season. In other 
articles, too, business has been very slack. 

I shall, therefore, be glad if you will kindly allow your account 
to stand over until the ist Nov. 

Trusting you will comply with my request, 

I am. 

Yours faithfully, 

T. Minardo. 


(See No. 73.) 
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example 78-REPlY : ENCLOSING DRAFT 

(Sje No. 72.) 


Mr. T. Minardo, 
Widnes. 


Frog Lane, 

Wigan. 

i 8 th Sept., 19 . . 


Dear Sir, 

Your favour of the i 6 th inst. came duly to hand, and in 
:onsideration of its contents I am willing to allow the postpone- 
Tient of payment on condition that you return to me, duly 
iccepted, the enclosed draft for £s is. 6 d., the is. 6 d. representing 
he expenses of noting the dishonoured bill. 

In consideration of the low price of the rugs, I regret that 
t is necessary to grant this extension of credit, but trust you will 
lot fail to meet the draft at the date of maturity. 

I am, 

Yours faithfully, 

Frank Andrews. 

(Sec .No 74 ) 


EXAMPLE 74~FIRTHER REQUEST FOR ACCEPTANCE 

(S-c No 73 ) 


Mr. T. Minardo, 
Widnes. 


Frog Lane, 

Wi^an. 

25 th Sept., 19 .. 


Dear Sir, 

In confirmation of my letter of the i 8 th inst., enclosing draft 
£3 IS. 6 d., payable on the ist Nov., I must once more 
request you to return the same duly accepted. 

If this matter is not settled to my satisfaction within a few 
days, I shall be obliged to have recourse to other measures in 
order to obtain payment. 

I am, 

Yours faithfully, 

Frank Andrews. 
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TEST PAPER XV 

Draft the correspondence of which the following are particulars - 

1. On the 10th June, Charles Baker reminds Fred Charlton that the 
latter’s acceptance for £6 10s. in payment of a consignment of Gloves 
falls due on the 13th inst. He adds that under no circumstances will 
he agree to a prolongation of the bill, and that he will have to hold 
Charlton responsible for the consequences of the non-payment of the 
same. 

2. (a) On 1st May Lewis & Co., Ltd , in Manchester, remind John 
Yates, of Stockpoit, that an amount of £l 10s. was due on the 10th 
April. 

(b) On the 15th May, not having received a reply, they request him 
to make a remittance on or before the 22nd inst ; otherwise they will 
be compelled to draw upon him at sight. 

(t) On the IHth May, John Yates, of Stockport, tenders his apology, 
and ascribes his delay in payment to illness. He encloses Treasury 
notes in settlement of his account, and adds that he has no further 
orders for their goods for the present, since the sale of these articles 
has been bad. 

3. On the 24th Feb , John Hall, of Manchester, sent the mattresses 
ordered to Fred Jackson, of Oldham, together with a letter and invoice 
for ;^23. On the 1st March he received a cheque for ;^13, and as the 
balance has not come to hand on the 1st April he reminds Jackson, 
on the 16th April, of the promise given witli his order, and requests 
him to remit the balance of ;^10 by the 1st May at the latest, as in view 
of the low prices of the goods he cannot extend the terms of payment 

4. On the 5th May, John Hall informs the debtor, who ignored his 
previous letter, that he will be compelled to bring an action again.st 
him unless the amount is paid by the 15th inst. 

5. John Hall, not having had his account satisfied on the 15th May, 
writes a letter to his solicitor on the 16th, asking him to claim fruin 
Fred Jackson payment of the balance of ;^10 plus costs. In the event 
of non-payment he instructs the solicitor to take legal action without 
any further delay. 

6. On the 15th Feb. E. Jenks reminds Chaplin & ('o , of his lettci 
of the 25th Jan., in which he asks for settlement of his invoice of the 
20th Nov., but has received neither reply nor payment in respon'^c 
Owing to this fact he is issuing a draft payable at 10 days from date, 
and confidently hopes that Chaplin & Co will honour it on presentation 



CHAPTER IX 

Lhtters to Brokers and Commission Agents 

I'liE c(iiTcspondcnce with the various middlemen engaged in trade 
h of no less importance than that with the customers themselves, 
riie letters dealing with the purchases or sales to be effected by these 
niiddlenien require great care and exactness in expression since 
any abstruse statement frequently creates a misunderstanding or 
causes loss of time, and thus a loss of money. Very often ambiguous 
instructions place the agent in a difficult position. When giving 
instructions for the purchase of goods, the following points should 
be cl(*arly stated — 

(1) The quantity and quality of the goods. 

(2) The price limit which must not be exceeded. 

(3) The conditions of shipment, forwarding, or warehousing 
the goods purchased. 

(4) Particulars concerning the nature of tlu' insurance to be 
eftected. 

(5) The terms of payment. 

In the case of sales, the price below which the goods must not 
he sold has likewise to be stated, or else instructions have to be 
Ki\'en that the goods may be sold at the highest possible price in 
consideration of the circumstances of the time and place. 

^ ery often the shipper of goods will precede the shipment by a 
h'> forma invoice, asking the agent to let him know whether the 
Pi ices contained therein are likely to be obtained in his selling area, 
fhiis safeguarding against the danger of having to dispose of the 
goods at ridiculously low prices. It is incumbent upon the com- 
J^^ission agent to exercise every reasonable care, and to use his 

endeavours to satisfy his principal. 
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EXAMPLE 75-ACCEPTANCE OF OFFER 

JAMES TAYLOR, Retail Tobacconist 


Bingley Road, 

Birmingham. 

Mr. Winston Ricketts, Mar., 19 

London, E.C. 

Dear Sir, 

I am in receipt of your favour of the 8th inst., and shall be 
glad if you will buy for my account the quantity of Sumatra 
Tobacco mentioned by you at is. yld. per lb., payable at 3 
months, and send me about one-third of it by rail, warehousing 
the remainder. Please effect insurance against fire at purchase 
price plus 20%, and hold the same at my disposal. 

Awaiting the receipt of your account, 

I am. 

Yours faithfully, 

James Taylor. 

(S‘c N(i. 76 ) 


EXAMPLE 76-ENCLOSlNG INVOICE 

(S:e No 75 ) 

Leadenhall Street, 

London. 

Mr. James Taylor, 15th Mar., 19 

Birmingham. 

Dear Sir, 

I am glad that you have accepted my offer, and have decided 
upon the acquisition of this parcel of Sumatra Tobacco. Owing 
to the great demand, I had some trouble in receiving the option 
on this parcel until receipt of your reply. I hope you will be 
satisfied with the quality in consideration of the price, and assure 
you that in any future business it will be my endeavour to guard 
your interests. 

Herewith you will find my account. To-day 27 bales of the 
tobacco have been forwarded for your account and risk by 
ordinary goods train, whilst the remainder has been warehoused 
as per your instructions. The insurance policy is in my keeping- 

I am, 

Yours faithfully, 

I Enc. Winston Ricl^etts. 
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Enclosure— 

INVOICE 


15 /// Mar, 19 ., 

Mr. JAMES TAYLOR, 

Bingley Road, Birmingham. 

To WINST RICKETTS, Dp. 

Commission Agent. 


i2457/5(>^ I ”2 Bales of Sumatra Tobacco — 

[ No. 809, 27 Bales. 

Tons cwts. qrs. lbs. 
Gross Weight - — - - I 

Tare „ . — 

Net „ 

No. 810, 85 Bales. I 

Gross Weight , — 

j Tare „ . — - - _ 1 

I Net I 


1 12 Bales. Tons cwts. qrs. lbs. 

Gross Weight . — - - - ! 

Tare ,, , — - ~ -I 


(% 1/7 Id. a lb. 


EXAMPLE 77 -GIVING INSTRUCTIONS 

(S je No. 7(5 ) 


Wr. Winston Ricketts, 
London, E.C. 

^ear Sir, 


Bingley Road, 

Birmingham. 

24th Mar., 19. , 


he 27 bales of Sumatra Tobacco which you consigned to 
^ ordinary goods train on the 15th inst., have come to hand. 

■ 6 quality is satisfactory, as is the fact that the larger quantity 
eceived ^o^tains fewer spots than the consignment just 

found a buyer for part of the remaining 85 
. ’ Thomas A. Reid, of Edgbaston, who has pur- 

ivn- • ^ forward these to him on my behalf, 

^h., delivery ex St. Pancras 
} and advise me when you have done so. 

Yours faithfully, 
James Taylor. 
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TEST PAPER XVI 

Draft correspondence referring to the following transactions — 

1. Mr. John Cadman, of Melbourne, having heard from his friend, 
Mr. Wm. Bailey, of Bolton, that Messrs. Bradbury & Co., Ltd , of 
Bolton, are on the look out for an agent in Australia, makes them aii 
offer of his services. He says he does a considerable business m all 
kinds of office appliances; having been e-stablished in Melbourne for 
about seven years he has numerous valuable connections throughout 
the Australian Commonwealth; his show-rooms in Melbourne are com- 
modious and well situated, and he can make excellent arrangements 
for the display of Messrs. Bradbury’s goods in Sydney, Brisbane, 
Adelaide and other centres. He would like to be informed at their 
early convenience whether they will accept his offer, and on what 
terms. They can obtain any information they require as to his financial 
status and reputation from the Central Banking Co , at Melbourne 

2. Reply offering to appoint Mr. Cadman sole Australian agent 
for twelve months from June 1st next, paying him 5 per cent, com- 
mission on net amount of all orders secured by him. He must rendci 
an account of his sales each month and remit balance due to them hv 
cheque or sight draft on London. If he agrees he has to cable 
“ satisfied ” when they will at once ship him a case of .samples, 

3. Mr. Cadman confirms his cable accepting terms offered, promises 
to do all in his power to pu.sh the sale of Messrs. Bradbury & Co s 
goods, and confidently expects to begin mailing them orders soon afti'i 
the arrival of the promised samples 

4. Write a letter as from a cotton broker in Tdverpool to a corre- 
spondent in New Orleans, giving details of the arrival of American 
cotton in Liverpool and the consequent fall m prices. Advise him (n 
make large purchases in view of the probable revival of business in tlu' 
near future. 



CHAPTER X 



The Commercial Traveller 

[n rare rases only will a merchant or manufacturer be likely to 
Kiircerd in jdacing his goods by means of correspondence or ad\’ertis- 
ing, so that he is obliged to visit his customers, and to influence them 
personally. He will have to submit to them samples of his pro- 
ducts, at the same time pointing out the advantages and disadvan- 
tages of the various qualities and must become acquainted with the 
uisIks and requirements of the consumers. In addition, he will 
have to e.xcrcise a careful supervision over the whole circle of his 
( iistonieis. All this, however, cannot be done from the office, but 
legular calls will have to be made and journeys undertaken. If 
the piiiu'ipal cannot undertake these journeys himself, he appoints 
a traveller for the purpose, who acts as the representative of the 
lioiis(‘, and who therefore has to be equipped with far-reachii'.g 
authoi ity. The position of the traveller is not an easy one. In the 
first ])lace, he has to take orders and to make out, in the name of the 
priiuipal, the necessary contracts of sale. In doing this work it is 
-'sseiitial that the quality and the particular shade' of the goods 
•rden'd be in accordance with the wishes of the customer, and these 
'hould be accurately de.scribed. 

On the one hand, a thorough knowledge of the goods, and on the 
>ther hand, an unerring judgment as to the requirements of the 
ustniners are the principal characteristics necessary in a traveller, 
'hould he represent a manufacturing concern, he must be acquainted 
^itli all the secrets of the manufacturer. He must trv to maintain 
he old customers; regain .such as have been lost, and must con- 
inufilly endeavour to enlarge the circle of the firm’s customers 
y the acquisition of new ones— a task which demands much trouble, 
now ledge, and experience. Connected with this is the supervision 
f the old customers and the correct estimation of the new ones in 
‘?ard to their credit and solvency; and the avoidance of threatening 
and the prosecution of doubtful debtors. A commercial 
‘ Her has to attend not only to new orders but has also to .see 
the execution of those which have already been received. This 
■^nrk applies chiefly to the collection of outstanding debts from 
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the customers. He therefore carries with fiim statements of Hk 
customers' accounts, and is entitled to accept payments and gi\ c 
legal receipts for them, unless there is an arrangement to tlu' 
contrary. 

The traveller, therefore, is also the perambulating cashier of the 
firm, and thus occupies an important and responsible positi(Jii 
Should trouble arise with the customers in consequence of complaint;, 
as to goods delivered, or should these goods be refused, the traveller 
is authorised to settle such claims either by convincing the cus- 
tomers of the unreasonable nature of their complaints, or by 
allowing them a reduction or promising to substitute better good^ 
for the faulty ones. For this settlement of complaints, too, spe( ial 
talent and great business acumen is required. If a traveller wants 
to do more than the mere fulfilment of his ordinary duties, and if lie 
desires to become a true guardian of the interests of his firm, plenti- 
ful opportunity is generally afforded him. He may watch the actions 
and measures of competitive firms, the fluctuations of the market, 
the alterations in taste and fashion and the changes in the con- 
sumers’ requirements. Further, he may discover new needs and 
wishes of his customers, and report such observations to his fiim; 
if necessary, he will draw his firm’s attention to mistakes committed 
in the treatment of customers or in the selection and manufactuie 
of the goods. A good traveller, therefore, must unite all tlie 
advantages of an able and honourable business man with attractive 
personal qualities. In him should be combined wide experience 
and knowledge of men, with a thorough grasp of his businc''*^ 
He must be polite and courteous in his relations with his customeis 
and have the gift of accurate and quick perception in order to be 
able to judge of the particular circumstances of a case; he must be 
moderate in pressing his goods, and in his endeavours to infliu'nce 
the customers, and should possess a good knowledge of the language 
and customs of the country in which he is travelling. Moreo\ cr, 
he must possess an honourable character, be strong against temi)ta- 
tions of various kinds, and have a good constitution capable of 
withstanding the noxious influences of travelling. 

The appointment of a traveller is, therefore, an important question 
e\’en for an old-established and highly respected firm. It was 
therefore, the duty of Mr. John Hamilton, the head of Mc^^srs. 
Hamilton & Martin to select a suitable person for the position of 



COMMERCIAL CORRESPONDENCE 


103 


ra\’eller. For this purpose a letter was written (sa Example 78) 
0 a gentleman whose acquaintance he had made in Mancliester. 
Examples 79 and 80 contain further correspondence in reference 
0 the appointment, and Example 81 contains the contract of service 
x tween the traveller and the firm. 

THE TRAVELLER'S REPORT. — The letters which the traveller 
ends regularly to his firm constitute more or less complete reports 
f his doings. Since they continually refer to the same topics they 
!(' often drawn up on a printed form, and contain the following 
^sential points — 

(1) The number, place and date of the report; 

(2) A statement as to the places and customers visited since 
the last report; 

(3) The nature of the orders booked; 

(4) A list of the payments received; 

(5) A statement of the complaints raised, allowances made, or 
of tlu' goods returned; 

(6) A report concerning those customers who are in arrears 
with th('ir payments, mentioning any part payments, or the 
gi anting of any extension of credit; 

(7) Information regarding the financial status of new and, if 
luressary, old customers; 

(8) Any general remarks in regard to new experiences or 
obst'tvations made by the traveller. 

THE ORDER. — The order received by a traveller from his cus- 
tomer assumes the form of an offer to buy. If then a traveller 
sim])ly enters the order in his pocket-book and fails to hand over 
aiii'thing in writing to the customer, as was formerly often the case, 
thi'i leads to all kinds of trouble, complaints, claims, and disputes. 
lH\mg to this fact, an order is nowadays always booked in the form 
^f a contract and drawn up in duplicate — the customer receiving 
f^ne copy containing the traveller's signature, and the traveller 
Attaining the other copy signed by the customer. The traveller 
dun either sends the latter in the original to his firm or makes 
^ut a copy which he transmits to them, 
hi order to save time and labour in writing out the orders, printed 
are used which only require filling in. The book in which 
^ forms are bound usually contains about 100 pages numbered 
onsecutively, each of which consists of the order form and a 

«~(I410b) 
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counterfoil, which latter can be torn off. For each order the 
traveller fills in a page, the context of the order and the counterfoil 
being the same. The order form is signed by the customer, and the 
counterfoil by the traveller, who hands it over to the purchaser. 
It is not necessary for the traveller to copy the orders from the 
book, for he can tear out the originals and send them to his fiim. 
Should the traveller wish to keep a duplicate of the order, each page 
must contain three sections, viz., the order itself and two counter- 
foils, so that the contract must then be copied three times. This 
repetition of the same writing may be avoided by the use of carbon 
sheets. 

THE FINANCIAL CONTROL OF THE TRAVELLER.- From tin 
reports of cases which come before the Courts, it can easily be seen 
that the defalcation on the part of travellers of moneys paid to tlieiii 
by customers is unfortunately very fre(|uent. Sometimes the fault 
is not to be attributed exclusively to the traveler, but is partly 
due to the principal, in so far as he was not sulficiently careful in the 
selection of his traveller, or that pays him inadequately, oi 
finally, that the principal does not exert suffuTml control. It is 
a fact that the temptation to defalcate is the greater, the poorer th(‘ 
supervision which is exercised. A proiier and conscientious system 
of control is, therefore, of the utmost importance to every busim-ss 
man, and it might even be called a duty of self-preser\ ation. 

The principal of a firm can exercise in various ways a finaiu lal 
control over his travellers who collect moneys from his customer, 
for instance — 

(a) The customers may be advised to pay only against receipt 
in duplicate, one copy being sent directly to the firm. Howcm^i, 
this procedure is somewhat troublesome to the customer, and b 
also unreliable, since the customer may omit to send in the receipt. 

{b) The traveller may be furnished with a properly bound book 
of receipt forms, each of which is numbered consecutively, aiul 
bears the firm's stamp. Each page contains the actual receipt anil 
the counterfoil. The traveller hands to the customer his receipt; 
and notes the amount received on the counterfoil. These counter- 
foils are then used by the principal as a means of check. Howe\ er, 
this method is not perfect, since there is the possibility of the 
traveller inserting smaller amounts on the counterfoils than he ha'’ 
actually given receipt for. This difficulty may be overcome by 
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arr<mging with the customer to sign on the counterfoil for the 
amounts he has paid. 

(() Under all circumstances a regular weekly settlement by the 
tiaveller is necessary, thus affording the principal an opportunity 
to (iieck the names of the customers who have not paid or who have 
paid only in part. In the event of doubt arising as to the honesty 
of the traveller, the principal will communicate with the customers 
who are in arrears either by calling upon them to pay or by con- 
lirming the extension of credit granted to them by the traveller. 
If a customer who receives such a letter has paid, he will naturally 
communicate immediately with the firm to that effect. 

EXAMPLE 78-OFFERINO THE POSITION OF TRAVELLER 

Telegrams; Tontin. ^ FRIEND 

Telephone : Centra! 86. A. B. C. 6th Edition. 

HAMILTON & MARTIN, 

Wholesale Provision Merchants 

9 Basinghall Street, 

London, E.C. 

James Taylor, Esq., 3rd Sept., 19.. 

Manchester. 

Dear Sir, 

At the instance of our Mr. Hamilton, who made your acquaint- 
ance sorne time ago in Manchester, we beg to inform you that 
he position of traveller is to be filled in our firm, and we have 
ileasure in offering you this appointment, and shall be glad 
0 know whether you feel inclined to enter into correspondence 
'^ith us with the object of accepting the situation. 

The sphere of operations would be mainly restricted to the 
outhern part of Wales, and the customers would have to 
e Visited four times a year. The total time occupied by these 
3ur journeys would be about five to six months. The salary 
'ould be £15 per month, and in addition there would be 
avelhng expenses on a liberal scale to be fixed at some future 
^ e. Moreover, like all our employees, the traveller would 
^ m receipt of an annual bonus, the extent of which would 
w ^ ^0 our discretion. 

e should like the position to be taken up on the ist October, 

1 » It necessary, we might manage to get along until the ist 
wember. „ 

Your early reply will oblige, 

Yours very truly, 

Hamilton & Martin. 


(Sef No. 79.) 
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EXAMPLE 79 ~BEPl¥: CONDITIONAL ACCEPTANCE of 
THE OFFER 

(Se^ No. 78.) 

Alexandra Park, 

Manchester. 

Messrs. Hamilton & Martin, 4th Sept, 19 . 

Basinghall Street, 

London, E.C. 

Dear Sirs, 

It has given me great pleasure to learn from your letter of 
the 3rd inst. that Mr. Hamilton, whose acquaintance in Man- 
chester has since been very valuable to me, is now partner in 
your firm, and that you do me the honour of offering me the 
position of traveller in your house. 

However gladly I might accept your offer, I am not in a 
position to do so without further consideration. In my present 
position, I am in receipt of a salary of £200 per annum, and 
as the conditions of life in your city entail greater expense 
than is the case in a provincial town, the acceptance of your 
offer would be a retrograde step for me. I trust, therefore, 
that in consideration of this fact you will see your way to 
increase the salary to £20 per month, and beg to add that an 
amount of 22s. per day is sufficient for me as travelling expenses. 
I should be at liberty to start my new duties on the 15th October. 
Please let me know your decision as early as possible, and 

Yours respectfully, 

(SpoNo. 80) James Taylor. 

EXAMPLE 80 -LETTER COVERING CONTRACT OF SERVICE 

(Sec No 79 ) 

9 Basinghall Street, 

London, E.C. 

James Taylor, Esq., Sth Sept., 19. 

Alexandra Park, 

Manchester. 

Dear Sir, 

We are in receipt of your letter of yesterday’s date, and have 
the pleasure to inform you that we accept your conditions, and 
give you the appointment as traveller in our firm. The par- 
ticulars of the conditions you will find in the enclosed form of 
agreement, which we are sending you in duplicate, and ask you 
to return one copy duly signed by yourself. 

In the hope that our mutual relations will always be of a 
pleasant character, 

Yours faithfully, 

Hamilton & Martin. 


(Sw No. 81.) 
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EXA3IPLE Sl—CONTBACr OF SEBYICE 

fSee No, 80.) 

agreement between the firm of Messrs. Hamilton & 
Martin, in London, on the one hand, and Mr. James Taylor, 
in Alexandra Park, Manchester, on the other. 

It is this day agreed that Mr. James Taylor be appointed 
traveller by Messrs. Hamilton & Martin under the following 
conditions — 

1. Mr. Taylor undertakes to visit the customers in his par- 
ticular territory four times per annum, and that the total time 
:overed by the journeys shall not exceed six months of each 
i^ear. He further engages not to deviate from the prescribed 
oute except under unavoidable circumstances. 

2. Mr. Taylor is hereby authorised to receive orders on the 
firm ’s behalf ; to acknowledge receipt of payments for goods 
supplied ; to enter into arrangements with customers ; to take 
legal proceedings for the recovery of debts ; to take over and 
dispose of goods placed at the firm’s disposal by the customers, 
and he undertakes to protect the interests of the firm in all his 
actions to the best of his ability. 

3. In booking orders, accepting new customers, and in granting 
terms of credit, he undertakes to proceed with all reasonable 
care and diligence. 

4. Mr. Taylor has to report regularly (in any case not less 
than twice a week) upon all his business transactions, and at 
the same time to remit all moneys collected by him. 

5. During the period when Mr. Taylor is not travelling, he 
undertakes to attend to the office work which is entrusted to him. 

6. Messrs. Hamilton & Martin agree to pay Mr. Taylor 
a monthly salary of £20, and in addition to allow him for each 
day upon which he travels, expenses amounting to 22s. per 
day-~this sum including all the expenses of the journey. In 
"ddition, Mr. Taylor is entitled to an annual bonus, the extent 

f which is to be determined by Messrs. Hamilton & Martin. 

7. The duties are to be taken up on the 15th October, 19. .', 
nd the termination of the appointment is subject to three 
lonths’ notice on either side. 

8. Should Mr. Taylor leave the firm, he engages not to accept 
position with a competitive firm in London for a period of 

iree years next following. The contravention of this clause 
subject to a penalty of 3^200, which Mr. Taylor, in such 
ventuality, agrees to pay without demur. 

Drawn up in duplicate and signed — 

Hamilton & Martin, 
f 


(See No. 82.) 
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EXAMPLE 82 --ORDER 

(See No. 81 ) 


Cardiff. 

20th Nov., 19.. 

Order No. 72. 

Mr. John Williams of Cardiff herewith orders the 
following Goods from Hamilton. & Martin of London, 


through their traveller, Mr. James Taylor— 
Quantity. Kind of Goods. Quality. 

Price. 

3 Bags 

Sugar 

Granulated 

18/3 

9 doz. 

Marmalade 

I lb. 

4/6 

4 doz. 

Jellies 

Strawberry 

3/9 

4 Sides 

Bacon 

English 

2/- 

Time and Method of Payment 

: One Month 

—Cheque. 


Date of Delivery : Within one week. 

Special Remarks : 

Traveller’s Signature : Buyer’s Signature : 

James Taylor. John Williams. 

(See No 83 ) 


EXAMPLE 83 -THE TRAVELLER’S REPORT 

(Sc* No. 82 ) 


From Cardiff 


25th Nov., 19 . 


To Messrs. Hamilton & Martin, 

Basinghall Street, 

London. 

I. DESCRIPTION OF THE ROUTE. I received your letter 
of the 1 6th inst., and beg to confirm my last report from Newport 
on the 14th inst. In the interim, I have visited the towns of 
Monmouth, Swansea, Merthyr, and Cardiff. 

II. ORDERS. I enclose orders No. 6i to 85 — a total of 25. 

III. COLLECTIONS. According to the enclosed receipt forms 
Nos. 45-68, I have collected 24 items amounting altogether to 
£136, which I have remitted to you as follows — 

^40 on the 17th inst. from Avonmouth ; 

£40 on the 19th inst. from Monmouth ; 
and to-day I am sending you : 

£S6, which kindly credit to my account. 
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IV. CUSTOMERS IN ARREARS. The following firms have 
either not paid at all or paid in part only. George Reynolds, of 
Swansea, is in arrears to the extent of £6 6s. He complains 
about bad trade, and the severe competition caused by the 
newly established Co-operative Society. I have granted him 
an extension of time, as the man is perfectly solvent. 

Henry Johnson, of Merthyr, paid £B on account of the £i 6 15s. 
owing by him. He is willing to give a two months’ bill for the 
balance. In this case there is no fear of risk, and I advise you 
to accede to his wish. 

V. CLAIMS. I had to make an allowance of 12s. to Williams 
& Co., of Cardiff, as a portion of their order has not been 
executed in accordance with sample — a fact of which I was 
convinced. 

Andrew Clark, of Cardiff, refuses to keep one of the casks of 
Sesame Oil, H. & M., No. 713, from our ‘last consignment, 
alleging that the oil is not clear. I have transferred this cask 
to the Cardiff Warehousing Co., and shall try to place it 
elsewhere. Please give credit to Clark for the value of this 
cask amounting to £s i6s. 

VI. INFORMATION CONCERNING OLD AND NEW CUS- 
TOMERS. In Monmouth, a certain Mr. Walter Landau has 
opened a new business. He comes from a good family, is an 
able and experienced business man, and possessed of approx- 
imately £1,600 worth of capital. I have visited him, and have 
booked a considerable order (No. 78). Please serve this man as 
well as possible in order to secure him as a regular customer. 

to hearsay, the firm of John Richards & Co., of 
Cardiff, is in difficulties owing to large losses during last year’s 
sugar speculation. They owe us a small account of £14, 
and I propose to see them to-morrow in order to get something 
on account from them. Of course, I shall not book any new 
orders for this firm. 

Further remarks about customers I have noted on the back 
ot the order forms. 

REMARKS. Our competitors offer Sugar 
^ f we do, and I shall therefore 

at 2*7^^ ” authorise me to offer sugar at 42s. and Sultanas 

/s., as I cannot do any business with our present prices. 

A ^oticed that a new article has come much into vogue. 
Whether its consumption will be main- 
moTTiAr?/ ft? ^ ^ unable to say, but it is a fact that at the present 

for fh- ^ demand for it. The general agents 

London country are Messrs. Noden & Son, in 

} and in my opinion you ought to introduce this article, 
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TEST PAPER XVII 

1. What are the essential qualifications of a capable comiuerd.il 
traveller ? 

2. Reproduce from memory the specimen letter in Example 78, and 
the form of contract in Example 81. 

The student should select other firms and conditions, as for instanct' 
A cloth manufacturer wants a traveller, and this has become known 
to an applicant who offers his services. He encloses a letter of recom- 
mendation from his former employer, who has given up business 
The manufacturer replies and asks for a personal call. The applicant 
is appointed on the basis of a contract. The traveller afterwards sends 
a report of his travels on the pattern of the report given in Example S3 

3. Draw up an order on the basis of Example 82 from the following 
particulars — 

On 1st July Rene Fox, in Berne, buys from James Taylor, travellei 
of Hamilton & Martin, London — 

5 pieces of Cheviot of about 60 yds. each, according to pattern 
No. 412/6, @ 4/- per yd. 

4 pieces of Buckskin of 60 yds each, pattern 2786, to be delivered 
in the course of October, carriage paid, 5/- per yard. 

Payment against acceptance at three months, less discount 

On the back of the order which the traveller sends to liis firm he maUs 
the remark that the customer was not sati.sfied with the last deliveiy, 
and that he, the traveller, had guaranteed that this time the goods 
would be faultless. He, therefore, requests the firm to do their best 
in order to retain this customer, who is represented as being \eiy 
important and perfectly solvent. 

4. Messrs. Dench & Co , Lace Manufactuiers, wish to engage a 
commercial traveller. Mr. John Hester applies for the post, forwarding 
a testimonial from his former principals, Messrs. Ceorge Pritchard 
& Son, Leeds, now m liquidation. I) & Co. grant a personal interview 
to Mr. Hester, and subsequently engage him as their commercial 
traveller. He goes on journeys and sends his first traveller’s report 
Draft the necessary correspondence in connection with the ab()\e 
transactions. 



CHAPTER 

CORRESPONDENCK WITH 

A TRAVELLER Oil commission is not an employee of any one firm, 
but is usually the representative of several concerns, and his remu- 
nnation for business transacted consists of a commission. His 
, position is essentially different from that of a traveller appointed 
as a member of the permanent staff. As a rule, his business is 
fmislied when he has taken the order and transmitted it to his firm. 
The collection of moneys is undertaken by the firm direct, and the 
customers have to be informed of the fact by a remark on the 
m\'oic(! to the effect that payments may only be made direct to the 
linn, since the traveller is not authorised to give a receipt. It stands 
to reason that a traveller on commission cannot represent several 
funis in one and the same article. Travellers on commission gener- 
ally represent such firms as are unable to employ a regular traveller 
OR their staff owing to their business being on too small a scale. 

THE LOCAL AdENT.-— A local agent is the representative of one 
or several firms in a certain district whose duties are as follows — 
(1) He has to visit regularly the customers of a firm who reside 
in his district and make offers to them, and, if necessary, supply them 
ith samples. As a rule his duties are finished when he has booked 
their orders. The firm which he rei)rcsents sends the goods, not 
to the agent but direct to the customer. Payment of the invoiced 
price, likewise takes place direct, and the agent is not authorised 
to receive payments and to give receipts for the firm which he 
u presents, unless such authority has been specially granted to him. 

(li) He has to watch and control the execution of the orders taken 
hv him, and for that reason the invoices are not sent direct to the 
< ustomers but to the agent, who makes a note of them and hands 
tliem over to the customers. 

(3) He has to undertake various other services for his firm, such 
a'’ ensuring the acceptance of the bills of exchange drawn upon his 
‘ ^^f^^niers; the settlement of disputes; the disposal of goods refused 
I'V the customers; the making of status inquiries; the acquirement 
’f new customers; the representation of his firm in legal actions and 
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in bankruptcy proceedings, as well as the drawing up of periodh al 
reports. 

Thus his duties are similar to those of the commercial travelh r, 
but since he is resident in the town or district where the busiiu'^s 
is transacted, he can visit the customers with much greater regulai it\ 
than a traveller, and he is in a position to inform his firm of anytliiii^ 
that takes place in his locality. Even in cases where the distru t is 
visited by the staff traveller, his services are often found to bi 
necessary. Hence any firm desirous of coping with competitois 
and wishing to maintain regular business intercourse with a ceitaii! 
district will do well to appoint a local agent. 

(4) The local agent generally receives for his services a commisHon 
calculated at so much per cent, on all the business transacted 1)\ 
him. Moreover, his disbursements for postages, telegrams, ti|)\ 
etc., which he expends in the interest of his firm, are refunded 
to him, an account being rendered by him either quarteily ei 
half-yearly. 

(5) An agent is not allowed to enter into competition with the 
firm which he represents, and is therefore prohibited from r('pie- 
senting more than one firm in the same article. It is in his interest, 
however, to represent as many firms as possible in dilTeunt 
articles. 

(6) In booking orders the agent is compelled to adhere stru th 
to the prices and conditions given to him by his principal. Witliin 
these limits the orders he takes are binding on the firm he represent^ 
This is not the case, however, if he deviates from the stipulated 
conditions. In order that the customer, who is unable to judge 
whether or not the agent is acting within his legitimate scope, nun 
know how he stands, he usually asks for a confirmation of the order 
direct from the firm. 

(7) An agent has often to lisk whether he will receive his 
amount of commission. It is for this reason that his service^ ui 
some cases, are only enlisted in the acquisition ot new custcanei> 
The temptation for customers to dispense gradually with the agei 
services in the hope of receiving the benefit of the commission sun cd, 
is very great. A respectable firm, however, will also credit tl>'‘ 
commission to an agent in the event of orders being received diud 
from his customers. 

DEL CREDERE COMMISSION.— As is clear from the forcg' irt 
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remarks, a local agent has neither gocds nor money entrusted to 
liim; therefore, he docs not require any credit or capital for the 
(ondiict of his business. Hence young, energetic, and capable 
business men who lack the necessary capital for doing business 
on their own account, are essentially suitable for this werk. The 
risk of credit is borne, not by the agent, but by the firm he repre- 
sents. If the firm sustains a loss through a business transaction 
concluded by the agent, the latter only loses his commission. From 
this it is evident that a principal should not rely solely upon the 
information received from the agents, and for the sake of precaution 
information should be obtained direct. 

.Another means of guarding against losses is to be found in the 
fact that an agent may himself take over the guarantee for all 
biMiuss done by him, t.e,, if a customer does not pay his account, 
the agent must be responsible for the money thus lost to the firm. 
Ihis guarantee on the part of an agent, traveller, or commission 
de.iler IS called del credere. 

1 he same term is also applied to the commission which the agent 
lecen-es tor furnishing this guarantee. As a rule, the del credere 
(ominission amounts to between h per cent, and 1 per cent., and is 
calculated on all invoices which pass through the hands of the 
agdit. Ihe del credere is only of value to a firm where the agent 
l)os',tsses sufiicierit means to make good the losses incurred. On 
th( other hand, an agent can only assume the responsibility if he 
does possess the necessary money. 

NUi.MFICANCE OF THE SUPPLE.MENTAIIY NOTE TO AGENT’S 
AGREEMENT. It is very convenient to draw on leical agents for 
amounts which would not come in until later at uncertain dates, 
and possibly not until legal proceedings have been taken. There 
, however, a certain amount of risk for the creditor to have several 
ntstanding debts from a number of customers centred in one 
jHtson, i.e., the agent. In the place of many debtors he has thus 
> one. If the agent is honourable and solvent, the risk that he 
IV collect the moneys from the customers without redeeming the 
iJw tive drafts is not very great, especially if it is a question of 
-nuiji amounts. Johnson & Martineau will, therefore, only make 
si u in the supplementary note of Example 86, 

u they consider it necessary, and so long as they are fully 
‘'^^i‘Virxed of the solvency of their agent. 
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EXAMPLE 84 -PROPOSAL TO ACT AS LOKfIMMi, AOENT 

■'v 

CHARLES JONES, Dealer in Fats and Oils 


Messrs. Johnson & Martineau, 
Manchester. 


London. 

19th Oct., 19 


Gentlemen, 

I am indebted for your address to a mutual friend, Mr. George 
Hooson, of our city, who was kind enough to inform me that so 
far you have no representative in London. I, therefore, have 
pleasure in recommending my agency business here, which has 
been established for five years, and at the same time offer my 
services to act as your local agent. 

As my speciality is fats, and as I represent several highly 
respected firms in Holland, Belgium, and Denmark, I am well 
acquainted with the customers who cover their requirements 
in English and Irish Cheese, and I am convinced that I should 
succeed in introducing your firm to some of the most important 
houses here. My terms are 2% commission, and the refund 
of all my disbursements. 1 am also prepared to take over the 
del credere should you so desire, for which I should charge a 
commission of 1%. 

For references you may apply to the following firms - - 
George Hooson, London ; 

Antony Jurgon & Co., Rotterdam ; 

T. Alexander & Co., Copenhagen. 

Should you decide to entrust the representation of your firm 
to me, I would make it my business to guard your interests to 
the best of my ability. 

Awaiting the favour of a reply, 

I am. 

Yours respectfully, 

Charles Jones. 

(See No. 85 ) 


EXAMPLE 86-REPLY: ACCEPTING AGENT’S PROPOSAL 

(See No. 84 ) 

Mr. Charles Jones, 26th Oct., 19 

Leadenhall Street, 

London, E.C. 

Dear Sir, 

We are in receipt of your favour of the 19th inst., and have 
decided to entrust to you our agency for your city. We have 
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embodijllllirf^nditions, including the commission and the 
suggewM del credere, in a formal agreement duly signed by 
us, which is enclosed herewith. If the terms of this agreement 
meet with your approval, we shall be glad if you will return 
to us the copy duly signed by yourself. 

In the hope that the agreement will receive your consent, 
we beg to quote you our present prices as follows — 

Prime English Cheddar Cheeses, well matured, weighing 
60-120 lb., at 90s. per cwt. 

Best Irish Cheese, well matured, weighing 100-180 lb. each, 
at 95s. per cwt. 

Both carriage paid to Euston Station. Payable within 30 days, 
less 2% discount, or at 90 days net against our draft. 

The firms of your city with whom we have already had business 
relations are — 

Messrs. Wonnacott & Co., Cheapside ; 

Jones Bros., 9 Moorgate Street ; and 

Claydon & Sons, Highgate. 

We shall inform these people that you have been appointed 
as our agent, and await the favour of your reply. 

Yours truly, 

Johnson & Martineau. 

(S<v No 8(?) 


EXAMPLE S6-F0RM OF AGREEMENT ON THE APPOINTMENT 
OF AN AGENT 

(See No Hi ) 

We, the undersigned, Johnson & Martineau, have appointed 
^r. Charles Jones, of Leadenhall Street, London, as our local 
epresentative for London and suburbs, under the following 
-onditions — 

. Charles Jones undertakes to collect orders for English 

-neddar and Irish Cheese in our name and for our account, 
-onnnmg himself to the prices and conditions quoted by us. 

2. Mr. Charles Jones accepts the del credere for all orders 
ransmitted to us direct by him, giving Messrs. Johnson & 

“ Case of Need, ’ ’ on all our 
aits which we issue on our customers in London and suburbs. 
* undertake to intervene in cases of protest for non- 
yment, ^d to waive his right of redress against the drawers 
' 1 J™son & Martineau, whilst on the other hand, Messrs, 
son & Martineau undertaJee to have tl^e said bills accepted 
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through Mr. Jones, and not to put into circulation any drafts 
unless accepted through him. If the latter is forced to intervene 
he will enter into all the rights of the drawers as towards the 
acceptance. 

3. Mr. Jones undertakes to keep Messrs. Johnson & Martineau 
regularly informed of the market conditions as far as British 
Cheese is concerned, to settle any complaints or claims of his 
customers to the best of his ability, and with due regard to the 
interests of our firm, and to place elsewhere any goods which 
are refused by the customers. 

4. If several small consignments can be combined into one, 
this must be addressed direct to Mr. Jones, who will arrange 
for their due distribution to the various customers. 

5. Mr. Jones undertakes not to represent any competitive 
firm of ours during the validity of this agreement. 

6. Messrs. Johnson & Martineau undertake to reimburse 
Mr. Jones for all expenses resulting from this representation, 
such as postages, telegrams, warehouse charges, costs of repair, 
travelling expenses, tips, stamps, brokerage, etc., and to allow 
him on the invoiced amounts of all orders transmitted either 
directly or indirectly by him, a commission of 3%, including 
the del credere, settlements to take place every 6 months on the 
30th June and on the 31st December. 

7. The contract becomes valid on the date of the signature, 
and runs for an indefinite period subject to three months’ notice. 

Manchester, 26th Oct., 19.. 

Johnson & Martineau. 

London, 29th Oct., 19.. 

Charles Jones. 


SUPPLEMENTARY NOTE 

8. Mr. Jones concedes Messrs. Johnson & Martineau the right 
to draw on him direct for the invoices of such customers who 
refine to settle by acceptance under the proviso that he is 
entflSed to collect such amounts, and that the drafts should 
not be put into circulation before Mr. Jones has accepted them. 

London, 29th Oct., 19.. 

Charles Jones. 

Manchester, 31st Oct., 19. . 

Johnson & Martineau. 


(See No. 87.) 
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FVAMPLE 87 -final ACCEPTANCE OF THE CONDITIONS 

(Sep No. 86.) 


Messrs. Johnson & Martineau, 
Manchester. 


Leadenhall Street, 

London, E.C. 

29th Oct., 19. . 


Dear Sirs, 

Your letter of the 26th inst., containing the form of agreement 
in regard to the agency proposed by me, has duly reached me. 
I thank you for the confidence you are showing me, and shall 
endeavour to justify the same. As the conditions formulated 
by you meet with my approval, I beg to return herewith the copy 
of the formal contract duly provided with my signature. 

The manner in which you make use of the del credere by 
stipulating my intervention in case of non-payment without 
the right of redress on my part to yourselves as the drawers, 
thus avoiding the return of any unpaid drafts, is quite new to 
me. However, only such drafts come into consideration as 
have been accepted by the customers, and my intervention 
will thus only be necessary if the acceptor in question refuses 
to honour his acceptance, in which case I would, of course, 
|be responsible in any circumstances. It would, therefore, be 
dearly to my advantage to enter at once into possession of the 
protested bill, and to maintain without delay my rights under 
the law referring to bills of exchange. It seems to me, therefore, 
that the way you suggest to make use of the del credere is the 
right one for both parties. 

I must draw your attention, however, to the fact that in 
our city many customers on principle do not allow them- 
selves to be drawn upon, but either remit the money or request 
the amounts of the invoices be collected from them. 
Lo facilitate business with these customers, I authorise you to 
draw upon me direct for such amounts at the pre-arranged due 
date, and on the other hand expect you to authorise me to collect 
these moneys and to notify the customers accordingly. 

In each individual case, I take it, you will send me the"*?!!! 

exchange, together with the invoice, so that I may present 
?our draft for acceptance after the arrival of the goods. 

As regards the invoices to such customers as refuse to accept, 
will simply issue a draft on me, and send it along with the 
nvoice ; as soon as the customer has received the goods without 
®niur, I would accept the draft and return it to you. 
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Seeing that the further conditions are embodied in a formu- 
lated agreeqjent, I have inserted on the duplicate which is 
herewith returned to you, the foregoing stipulations, and shall 
be glad to receive a duly signed copy of the latter. 

To-morrow, on the first results of my endeavours on your 
behalf, I shall probably send you a few orders. 

I am, 

Yours faithfully, 

Charles Jones. 


TEST PAPER XVIII 

1. Reproduce from memory the specimen letters given in the exam 
pies, but selecting other firms and conditions; for example, a mamilai- 
turer of aniline dyes desires an agent in Manchester, and for Ihi' 
purpose applies to Messrs, Dillon & Sons, Commission Agents, m 
Manchester, who decline the proposition, as they already have a repic 
sentation in this article. At the same time, however, an offer comis 
to hand from an agent who has hitherto done business exclusively m 
drills, and who wishes to add aniline dyes to his articles, seeing that 
nearly all his customers deal in this article. He gives certain refi rciK 
and says he is prepared to accept a commission of 3% and r)(i f'n 
del credeve. On receipt of favourable information the firm of in. in a 
facturers of aniline dyes enters into negotiations with the agent, tin 
result of which is a contract on the pattern of Example 86. A formal 
contract is not absolutely necessary, and the arrangement is vdlul 
the correspondence contains an offer and an acceptance. Hcnvc\er, 
a properly drawii-up contract duly signed and embracing all tlic oim 
ditions is for evident reasons to be preferred. The duplicate may be 
provided in such a manner that one party sends a signed agn'cinmit, 
and the other party returns a signed copy of it. Samples, togethoi 

a price list mentioning all the conditions, are sent. The dyes are hold 
according to numbered samples. The price is quoted in shillings .uul 
pence per lb. The goods are packed in tin boxes of 1-5 lb., and 10 lb 
tins; delivery free to station of dispatch. Payable at sixty days phi^ 
5% discount against draft. Prices are quoted in the enclosed pnu‘ 
list. 

2. You have been sent to investigate the Glasgow district as a iiiarkd 
for your Company’s products. Write your report on the conditions 
and prospects, and include your proposals as to the best method ot 
working the district. 

3. (a) John Newman offers to represent a Coventry firm amn*^ 
push its goods in Cape Town. His bankers are the South African 
Banking Co., Ltd. 

(6) The Coventry firm applies to the above mentioned hank f^t 
information. 
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[r) The bank replies favourably as to Newman’s means and energy. 

{(1) The Coventry film transmits to Newman an Agreement, a copy 

which has to be returned, duly signc\l, if the terms are approved 
bv him 

(, ) Newman inquires through an Information Bureau about the 
Ci)\eulrv firm 

(/; 'Jhe Bureau replies to the effect that the firm iii question is 
(l.imj^ an extensive business and enjoys the best repute. Being one 
(il th(^ leading firms, it employs a staff of about 200 all the year round 
,iiid is m jiosscssiou of a capital of not less than {40,000. 

(;') Newman agrees to tlic proposed terms and returns a copy of 
\^i(rment duly signed by him ^ 

You ,ire requested to draw up the above concspondence 
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CHAPTER XII 

The Import and Export Trade 

Great Britain takes the first place in the world's shipping, and 
regular steamship lines have been instituted between this c()iinti\ 
and almost every other part of the world. In many cases siibsidit ' 
have been granted by the Government to the mail steamship lims, 
and gigantic harbour works, docks and artificial waterways {c.i’,, 
the Manchester Ship Canal) have been built, and in various othu 
ways the trade and navigation with overseas places has biin 
considerably accelerated and improved. The foundation of colonu^ 
in every part of the globe, the arrangement of commercial treatic' 
and the establishment of the consular service have greatly exteiidi d 
the export trade. In recent years British merchants have renewal 
their efforts to increase and to extend tlie import and export tonb 
so that the shipowners and traders at all the large ])oits li.ia 
succeeded in opening up closer relations with North and South 
America and the West Indies, and they have largely made use ol 
the facilities for trade ollered by the Suez Canal in the developiiK iit 
of new markets for the sale of British goods in India, China, 
and in all the colonies. 

Our highly developed system ot manufactures, with its well- 
equipped workshops, perfected machinery and efficient workiiuii, 
must be constantly endeavouring to satisfy the requirements ami 
special wishes of customers across the seas, for in this way 
rapid headway may be expected. Already the world of finance 
has actively supported the efforts which have been made ])y tlii' 
foundation of branch banks in almost every part of the world, h 
is now the supreme duty of Great Britain to maintain its leadin? 
position in the world's commerce for the benefit of the people of thf 
British Empire, and to further extend the same. For this puipon' 
however, a wide knowledge of, and a constant attention to, 
rapidly changing political and commercial conditions of the worW 
ai]^ indispensable, together with coolness of judgment and tenant' 
of purpose. 

If the exporter wishes to avoid risk, he must not let the title ta tl"^' 
120 '' 
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slip out of his habds until he is covered either by means of an 
Lcceptance or by cash, for legal protection abroad is not always 
trv strong, and sometimes the laws are lax and ambiguous, as 
icll as loosely administered. Moreover, legal proceedings are 
.cdious, costly, and do not always yield the desired success to the 
plaintiff. 

Shipments on consignment which arc recommended by foreign, 
eoinmission agents, are to be manipulated with the utmost care, 
'llie tendency of the latter is to represent the opportunities of a 
hin ative sale in too favourable a light, and it should be remembered 
th.it the commission agent does not incur any risk of loss and is 
always eoN'cred for his disbur^ements by the value of the goods. 

iuxport on one’s own account can only be carried on successfully 
by MK'h firms as have their own branches abroad. Export com- 
itib^ion agents work for the account of others, and undertake the 
|)ui(hase of goods for overseas firms or the sales to such firms in 
'oturn for a fixed commission, and by placing the ordei's of several 
* linns collectively, they are in a position to grant large orders to the 
inaiiufactiirers at home, and thus save expense to both the parties 
for whom they arc acting. Samples should be got up in a pleasing 
form, and must be of such a size that they clearly show the good 
features of the goods offered as well as their advantageous prices. 
1* Hi ther, they must fulfil the requirements of the market in question, 
and if not quoted free to destination {i.e., franco), the prices must 
at any rate include all charges up to the port of exportation {i.c., 
F.O.B.). 

I In the dispatch of the goods, attention must be paid to the 
ta^iteful appearance and durability of the packing (c.g., parchment 
paper, oil-cloth, tin lining, etc.). No names or marks on the cases 
J'hould betray their source of origin or of manufacture, but on the 
father hand the shipper’s marks and numbers must be placed on 
t'oth ends of the cases, and in some cases the dimensions of the 
packages have to be shown on the outside. All documents such 
invoices, consignment notes, bills of lading, etc., are to be made 
^at in duplicate or even in triplicate. The rates of freight, con- 
itions of insurance, and the mode of payment are subjects for 
'pecial arrangement, * 

T^he importer receives goods in large quantities from abroad 
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he is the selling commission agent for the firm which consigns t 
goods to him, and generally opens a credit to the latter of one-h, 
or three-quarters per cent, of the probable proceeds of tlie sa 
a fact which materially assists the consignor. In order to sa 
warehouse rent or loss of interest which would materially decrca 
the profits, the selling commission agent tries to sell the gim 
during their period of transit, or else he arranges for a sale hy audio 
immediately on arrival From the gross proceeds he deducts d 
expenses for transport, insurance, warehousing, auction fccs^ hiokvi- 
age, commission, etc., and then remits the net proceeds to tin 
consignor. Dutiable goods, for which there is no immediate mJc 
are stored in bonded warehouses, and the duty is not paid until tin 
goods have been sold. 


Transaction in thi-. Export Trade 

In the following transaction the Standard Tobacco Co,, Ltd, 
London, receive from Messrs. Tai Tung & Co., of Shanghai, an 
indent for a consignment of 150,000 cigarettes, with instruction^ 
ship them as early as possible. As these two houses are in coiMant 
business relations with each other, a quotation is not asked for, but 
the receipt of the order is acknowledged and immediately fdatnl 
into execution. When ready, the cigarettes arc packed in tliio 
cases, and forwarded to the Royal Albert Docks for shipment 
China. A shipping advice note is sent by post to the slni'pmi-' 
agents, who undertake the necessary duties of taking out bilh'! 
lading, effecting insurance, making out customs documents, eti 
These formalities having been completed, the bills of lading aid 
iiistirance policy, together with an account of charges, are sdit to 
the Standard Tobacco Co., Ltd., who are then in a position to mah 
out the invoice. These documents, together with the bills of ladm? 
and insurance policy, are enclosed with a letter to the Iniu't 
advising shipment. The cases having been dispatched in due couit^ 
the exporters draw upon Hong-Kong and Shanghai Banbm? 
Corporation for reimbursement. 

EXAMPLE 88. — ^This consists of a letter covering an indent 
the Chinese correspondents Tai Tung & Co., together with the 
itself, which constitutes the enclosure. “ Indent " is the term usf'* 
for an order received from abroad, arid usually directs the recei'^f 
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t to forward the various goods named, and gives the necessary 
ju4ions as to marks, numbers, means of forwarding, insurance, 

I the means to be taken by the sender to reimburse himself 
his outlay. The example here given contains an order for 
i kind of goods only, and is therefore a very simple form of 
lent. 

j^\A}IPLE 89. — Before acknowledging the order, if any doubt 
pists it is necessary to make inquiries as to whether business has 
‘en conducted previously with the customer, and if not, an inves- 
Jgation would have to be made into his financial standing. In the 
jfriM'iit example, this is unnecessary, as the status of the Chinese 
iriii IS well know'n to the exporter. 

An (iitry w^ould be made into an Indents Received Book in which 
patlicukirs of the order would be entered. This might be kept in 
the foim of a loose-leaf binder. It would be necessary to enter any 
)[utiailais concerning discount to be allowed or special packing 
iriaiigcmcnts. 


j KXAJIPLK 90. — The order giving the packing instructions is 
ient from the office of the Standard Tobacco Co., Ltd., to its factory, 
t<g('thcr with instructions concerning the preparation of the order 
iiid the date lixed for its execution. 


t l'lW.MPLE 91.- -When the order is ready, advice is given to the 
hicc to that effect, and it is then dealt with as follow's. The details 
I the order arc entered by the office into an Export Rough Book, 
t<iting the name of the steamer by which the goods are to be 
kipiH'd, together with marks and measurements. This is made out 
II duplicate by the office, and the original is sent to the factory 
L .m order to the warehouseman to deliver the goods to the dispatch 
Lpartment. The duplicate is written in the Carbon Export Rough 
and is kept for future reference. It would also be necessary 
( liter into this book the charge made for j)acking cases, if this is 

I '^^^o^'ary in the particular business, and the gross and net weights 
f the consignment, when they have been ascertained. 
hX.\>lPLES 92 AND 99. — On the goods being handed over to the 
^"Patch department, they are inspected by a Customs officer. In 
meantime the respective Customs documents are prepared, and 
the basis of the claim for “ drawback,” since the goods have 
imported as raw material, and duty has already been paid 
P'ai them as such. This amount of duty can now be reclaimed, 



1?4 ' " PRINCIPLES AND PRACTICE OF 

s. 

and is Icnown as the drawback. The documents to be prepared for 
this purpose are — 

(fl) The Shipping Bill; 

(b) The Customs Buff Form, which is really a covering Utter 

for the shipping bill. 

The Customs officer, having checked the papers and the guod\ 
authorises the cases to be sealed under his personal supervision. 
• Prior to this, however, a sample is usually drawn for the piiipo^ 
of reference in case of any future dispute. Drawback is aUo 
^ allowed by the Customs on such samples. 

EXAMPLE 94.— This is an example of a Shipping Note. Whm 
the goods leave the dispatch department of the factory, they iiiav 
be shipped either — 

(1) From the adjoining port, i.e,, Port of London in the pri soiit 

case; or 

(2) From an out-port (c.g., Liverpool, Southampton, etc.). 

In the latter case a railway consignment note would have to Ik- 

filled up, and a forwarding agent engaged at the out-port t(j sir 
That the goods are submitted to the Customs and shipped. (It 
should here be noted that the papers given to the Customs offior 
at the factory are dispatched by him to the Customs official at tlii' 
port of shipment. In the case of London, the papers would h‘ 
forwarded to the Custom House.) 

Ip the present case, since the goods are being shipped from tlie 
immediate Port of London, they have to be accompanied b\' a 
Shipping Note, and the bonded carman would be required to collect 
|iie goods from the dispatch department of the factory, and coinan 
titenT^'to the Port of London depot ready for delivery to the dock'. 

EXAMPLE 96, — When the goods are sent down to the dock^, 
t]he shipbroker is advised of the full particulars of the shipment, 
atid IS requested to issue the requisite number of bills of lading, and 
also to take up the dispatch with the Customs. 

EXAMPLE 96.— Full particulars of the shipment are next enterc'd 
into what is known as the Shipping Book. This book plays an 
important part inasmuch as it shows at a glance to what stage the 
shipment or transaction has been taken. This is kept in the office 
of the export manufacturer. 

EXAMPLE 97.— The Port Rates Form contains the charge made 
by the Pert of London Authority for the use cf the deck, and thi- 



COMMERCIAL CORRESPONDENCE 


125 


charge is in the nature of an f.o.b. charge which must be borne 
In the exporter. Tliere is also a further charge made for deck dues. 

KX AMPLE 98. — The invoice is made out as fully as possible, and 
the particulars concerning marks, name of steamer, measure- 
ments, and weights. Export invoices are usually written in a 
^j)e('ially prepared ink which enables them to be reproduced easily 
1)\' means of a gelatine surface on to one or more cidditional invoice 
foims. 

EXAMPLE 99.— It is customary for each shipping company to 
hsue its own form of Bill of Lading, which varies slightly in wording. 
Jn some cases tlie shipper has the option of obtaining the blank 
])]\U of lading and lilling them in himself, and then presenting them 
fm sigiiatuie to the shipbroker. In this way no charge would be 
made foi the preparation of the bill of lading except for the printed 
hum Itself and the 6d. stamp. On the other hand, the shipbrokers 
tlidii^ehes may insist upon issuing the hills of lading, in which 
(H'^e a ( harge is made for the work entailed, usually Is. 6d. or 2s. 
I'lie information for the making out of the bills is received by them 
fiom the Duck Authorities. When the bill of fading has been signed 
h\ tile captain or his agent, the shipbroker issues a freight note. 

EXAMl'LE 100.— The Freight Note contains a charge for freight| 
winch must be paid by the shippers (i.e., the Standard Tobacco Co.*’ 
htd ) in return for which they receive the signed bills of ladi^, 
ft will be seen that a charge of is made for primage, but in 
the ( ase of many shipping companies to the East, a deduction of one 
half the jirimagc is allowed from the freight note. It will be poted 
hum the example in question that the shipbrokers are.M^^. 
I'xonibe, McGrath tS: Co., representing the P. N (). Steamship 

EXAMPLE 101. — Particulars of the shipment are next entered 
into a Lreight Rebate Book, which shows the amount of rebate whicJl 
will subsequently be claimed from the shipping company.* ttd 
h'lMiient of rebates has arisen on account of the severe competition 
"liK'h has entered into the shipping business of late years. An 
'dteinpt has been made by combinations of regular steamship lines 
tn boycott the tramp vessels by offering a special allowance to per- 
manent customers in the shape of what is known as a rebate. At 
die end of a certain period the total amount of rebate which can be 
claimed is arrived at, and a special claim form is applied for on 
which these particulars are copied from the Freight Rebate Book. . 
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EXAMPLE 102. — It will be seen from the form of application for 
rebate that, in the case of China, the shipowners pay one-half the 
claim for rebate at the expiration of the period and the balance after 
six months. In the majority of cases, however, the total rebate h 
paid in one sum after the lapse of six months. 

EXAMPLE 103. — ^The Standard Tobacco Co., Ltd., next arrange 
the important matter of insurance by giving instructions to a firm 
of brokers to insure upon an open policy. This is much the same 
as a floating policy, and is taken out when the particulars of the 
goods and the name of the vessel are not definitely known to tlu' 
person insuring. The declaration is made as soon as the neccssnr\ 
details are ascertained. 

EXAMPLE 104. — Upon receipt of the above instructions tlu 
brokers would then acknowledge having declared on the ojun 
policy for the consignment of cigarettes, and would pro\'ide the him 
effecting the insurance {i.e., the Standard Tobacco Co., Ltd.) with 
a duly signed insurance certificate. 

EXAMPLE 106. — This is a copy of the insurance certificate, 
and is sent to the customer abroad along with the other document^ 

EXAMPLE 106. — This is a copy of a Lloyd s Policy. The metluHl 
of the brokers in effecting the insurance at Lloyd’s is to fill up :i 
form known as an Insurance Slij), which sets forth the nature and 
details of the goods to be insured. The brokers then take the sh}' 
to various underwriters, who put clow'U the amounts they are willing 
to underwrite or insure, and initial the slip. The policy is a Ho- 
wards prepared, stamped as required by the revenue authorities, 
and then presented for the signatures of the underwriters wlm 
initialed the slip. The number of underwriters in this case who have 
taken a line is seven, their total risk amounting to £5,000. 

EXAMPLE 107. — Being now in a position to arrive at the ai iual 
amount of indebtedness of the customer to the exporter, the latter 
now draws a documentary bill of exchange payable either at sight 
or at a fixed future time, the goods to be delivered either on payiuciit 
or on acceptance of the bill {i.e., D/P or D/A). It will be noticed t hat 
an " In case of need " slip has been attached which implies that in 
case the bill is not met immediately, it must be presented to the 
person mentioned on the slip. The collecting charges here men- 
tioned are those made by the bank, and represent commission, 
which in this case will be borne by the drawee. This arrangement 
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enables the exporter to receive the net invoice value of the goods. 
[ ho bill of exchange is made out in duplicate. 

KXAMPLE 108. — The customer is then advised that the shipment 
has been effected and that the amount of the invoice has been drawn 
loi. This letter of advice would be accompanied by a copy of the 
in\ oico. 

EXAMPLE 109.— As a safeguard in case of one set of the documents 
L(oing astray, it is customary to make them out in duplicate. 
The documents will be sent in duplicate to the bank for collection, 
and the banker will then transmit the documentar}^ bill to his agent 
in Shanghai. This bill would include the following documents — 

(1) The bill of exchange; 

(2) The invoice; 

(d) The insurance certificate; and 
(4) The bill of lading. 

I’nle^s the enstomor is able and willing to meet the bill when 
pio'-entod by the bank in Shanghai, the bill of lading which repre- 
‘'orits the title to the goods, will not be handed over to him. This 
1 ^ naturally a safeguard to the exporter. The example gives the 
IcttiT sent to cover this documentary bill. 

EXAMPLE 1 10.— This is a copy of the entry in the Bill Receivable 
b'jok, llicse bills are arranged in the Bill Book under the month 
\\lion the bill is expected to mature, so that the entry acts as a 
loininder when the bill is due. 

EXAMP1,E 111.— This letter covers the proceeds of the bill, and 
'ntiinates that the amount has been received from the customer. 

A cheque would also be enclosed in the letter. 

EXAMPLE 88 ~LETTER COVERING INDENT 
TAI TUNG Sc CO., Importers and Exporters 

Nanking Road, 

Tu- p. . Shanghai. 

”6 htandard Tobacco Co., Ltd,, 26th Jan., 19 .. 

King Road, 

n « London, E.C. 

Bear Sirs, 

herewith our Indent No. 734 for 150,000 Cigarettes, 
speed^^^ ^ he glad if you would effect shipment with all possible 
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Please attend to Insurance yourselves, and draw on us as 
usual through our bankers, The Hong-Kong & Shanghai Banking 
Corporation. 

Yours faithfully, 

Tai Tung Co. 


(Enclosure) INDENT 


TAI TUNG & CO., Importers and Exporters, 
Nanking Road, Shanghai. 

Date 26. I. 19 . 

Indent No. 734. 

To Messrs. Standard Tobacco Co., Ltd., 

King Road, London, England. 

Please ship the undermentioned goods to this port 
with all possible speed — 

150,000 White Lady Mild Cigarettes 
in tins of 50. 

Price 1 5s. per thousand as per your price-list. Discount 
5%. To be packed in strong tin-lined cases. 

Tai Tung & Co. 


EXAMPLE 89 -ACKNOWLEDGlN(i RECEIPT OF INDENT 

King Road, 

London, E.C. 

26th Feb., 19 

Messrs. Tai Tung & Co., 

Nanking Road, 

Shanghai, 

China. 

Dear Sirs, 

We are in receipt of your letter of 26th ult., covering your 
indent No. 734, for which we thank you. Your instructions 
have been carefully noted, and we hope to have the cigarettes 
ready for shipment in the course of a few days. 

Trusting the shipment will come safely to hand and open 
out to your satisfaction. 

We are, dear Sirs, 

Yours faithfully. 

Standard Tobacco Co., Ltd., 
F. R. 
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EXAMPLE 90-PACKING INSTRUCTIONS TO FACTORY 

Binder Folio 5439 

Shipping Mark. EXPORT DEPT. 

Packing Orders. __26/A Feb., 19._Date 

C v'L 

Smanohai 

Packing Dept. 


Name el('. Tai Tung and Co., 

Shanghai, China 


(hiaiUity 

Description Packing. 

* Size and 
Description 
of Outer. 

Remarks. 

150,000 

i 

White Lady Mild ' 50 Vacuum 

1 Card Outers 

With special 


Tun 

\ of 1,000 

Chinese 



I 

Coupons 


lo be ready for shipment within seven rfai’s.i 


Checked, 
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EXAMPLE 9l~THE ENTRY IN THE EXPORT ROUGH BOOK 

EXPORT ROUGH BOOK 

E.R. 419 


Invoice j Invoice Day B wk S’lippuiR 

made out ; ch'^cked folio. | Book 

bv by folio 

F. G.S.i P.R. 73 81 


Date 1th March, 19_ 


Tai Tung and Co., 
Nanking Road, 
Shanghai. 


s.s. “ Nore,'’ 
R. A. D. 



1/3 


Shanghai 


3 Cases each 50 M. 

= 150,000 White Lady Mild Cigarettes at 15s'. ;J112 10 - 




3 

Tin-lined Cases 

2 

17 

- 

Case 



Freight 

3 

6 

6 

No. 



Insurance 

_ 

7 

- 

I Meaits. 43 X 32 V 27 

Net 1 

0 

23 




Gross 3 ; 2 : 20 

Tare 2 

1 

Bill of Lading 

2 

- 

2 Measts.”43'x'32'> 27 " 

Net 1 

0 ' 

23 


— 


Gross 3:2: 22 

Tare 2 

I 

27 

ill9 

2 

6 

3 Measts. 43 x 32 27 

Net I 

o' 

23 

— *- - 

=3CD 

■an 

Gross 3:2: 19 

Tare 2 

1 

27 





Discount 5% = £5 12s. 6d. 



EXAMPLE 9t~SHIPPINfi BILL 

ffnnn yp. 125. Exciaa. 

' port of Shipment London Dock Royal Albert .... 

Shipping Bill for Tobacco on Drawback for Exportation 
as Merchandise. 


gndar Oadoam tad Ssoiae Bmid. 

Namk akd AnnaKss or LiCENaao MAirurACTVtucK. 


Standard Tobacco Co., Ltd., 

King Road, 

London, E.C. 

Distri'"!" No. 5 

Station 


Export Ship “ Nove " Master for Shanghai 

Entered Outwards Bond Given General 

Station Royal Albert Dock Lighterman 

Conveyance Van and Rail Carman F. and R. Jackson 

Date 8/A March, 19 Standard Tobacco Co., Ltd. Mann&cturer. 


N.B.— These Goods must be produced to the Officer of Customs and Excise at Shipment. 



I claim drawback on 407- 58 pounds net, and declare that all the 

particulars entered in this Slapping Bill are correctly stated, and that tlie 
person for whom the goods to which this Shipping Bill relates are ultimately 
ilestined is not a person who is an enemy or treated as an enemy under any 
law for the time being in force relating to trading with the enemy and that 
the Goods were manufactured in the United Kingdom, or * the tobacco 
stalks or shorts, or tobacco refuse (including Offal snult) is the produce of 

the ordinary manufacturing operations on my premises at 

— King Road. E.C 

Bate nth March, 19 Signed § lor Standard Tobacco Co., Ltd., 

J. G. Ratnage. 

{Licensed Tobacco Manu/acturer.) 

Signed m my presence this i 

8lh day of Match 19 ( Officer. 

Received the above-mentioned Packages > Master, Mate, or 

on Board this Ship 19 > authorised person. 

^ Qjunlersignature of 


Pa^culars of Examination ) 
Md Certificate of Shipment i 
to be mserted here. ' 


Officer of Customs 
and Excise. 


xport Officer. 


wwot inapiHAcable. | 

^ Officer when drawback Is’clalmed on tobacco ataJla or diortf. 

Officer' « ** Carmen are particularly required to give immediate notice to the Export 

them tn Good* be ihut out ol the Vesid. and on no account to take 

oo® above-named wHboot hla pcrmlarioii. 

or In any matter relating to the Custonu or Exciae oe under the control 

Customa end Exclae make and anbscribe, or cauae to be made 
declaratiott, or make or tlgn any dedaratlon, certificate or other inttnmmt 
AeUttSlo? hy algnature only, the tame being ialw In any particular, or if any Tenon 

ExdaecnlM d^aratko made for the oonsidKatlon of the Commisslonen of Cmtonia and 
*® ‘hem, the Mine being untrue in any particular, or If any penon 
^ V ^ *he CMoma «p BxcIk to aniwer quortiooe put to him by the Cwcera 

^ ‘ruly aniwer nicb queitloni; pernm lo offending ibaU, “ 

™ Consolidation Act, 1876, Section iM, forfeit the penalty of one liu 

< 14 I(h) M. pp. lao 
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example •^-customs buff form 

;,i>toins No. 60. 

Kx< is(‘ No. 126. 

Customs and Excise Office, 

London. 

Sih March, 19. 


< iviftr 
tt inliiiK 
in.iijplicahlr 


Sir, 

I hog to inform you that the undcrmont toned goods 
oxaniined here for Drawback liave this day been for- 
warded under Seal to your Port for Sliipment as 

' |M«'dmn<fec to 

(Ship s Stores on 

A Shipping Bill with duplicate is enclosed. 

I am, 

Sir, 

Your obedient Servant, 

Officer. 

llic Collector of Customs and Excise, 

London 


Mark and Weight. ' 

Description Goods. --- - Exporter. 


f)f Package 

(iross 

Net 


S 1 1 Ciiiafcf!i'<i 

TTQ. 

C 'v/l 2 

Shanghai 

3 2 

20 

1 0 23 

' Standard 

Tobacco Co., Ltd., 

3 2 

22 

1 0 23 

Kini^ Road, K.C. 
Name of Agent at Port 

3 

3 2 

19 

1 0 23 

i 

of Shipment. 
Standatd 

[ tobacco Co., Ltd., 
Kinf; Road, E.C. 


TfatcStli March, Time.. 


.Sec., 


2424 

mr 


.Officer. 
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KXAMPIE 94-8HIPPING NOTE 

LONDON, E.C m March, 


The Siipt. Royal Albert Dock 

Please receive and ship on board 

the “ Norc " 

for Shanghai the undcrim'ntioned 

Goods, VIZ.: 


Mark. No. Description. 


s 

c 


TTC> 


Shanghai 


Debit Charges] 


1/3 3 Cases Cigarettes, 

Cwts. ijrs. lbs. 

3 2 20 

I 3 2 22 

I 3 2 19 

Standard Tobacco Co., Ltd., 
King Road, 

Lo7idon, E.C. 

to our Deposi\t Account. 


NOT TO BE SHIPPED UNTIL EXAMINED 
AND PASSED BY CUSTOMS. 
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EXAMPLE •5-INSTRUCTIONS TO SHIPBROKERS 

i0 • 

EXPORT DEPT. 

STANDARD TOBACCO COMPANY, LTD. 

King Road, E.C. 

Codes: A.B.C. (5th Edition). 

„ Western Union 

(Universal Edition). 

„ Private Ordering Code 

REGISTERED IN 
ALL COUNTRIES. 

Diet. Sten. 

LONDON, m March, 19.... 

Messrs, liscomhe McGrath and Co., 

3 East India Avenue, E.C. 

Dull Sii, 

brg to advise liaving this day forwarded per our van.... 

uiiiiage paid, ___3 ease''_..r;/ Cigarettes Under Bond to 

Royal Athert Docks eonsigned to your lare for sliip- 

per s.s -^orc^* to Slumi'hai 

"1 <iu;ount of -Ourselves 

1 1< else issue — 2 stamped Bills of Lading in our name 

"'^‘"'MKd to order and send same to us here, together 

prepaid freight account. 

^'ndly take up despatch with Customs immediat(‘ly on arrival. 
Wc are, d(‘ar Sirs, 

Youis faithfully. 

Standard Tobacco Company, Ltd. 

T. R. 

T 

pre 1/3 

Shanghai 

re COMMUNICATIONS TO BE ADDRESSED TO THE COMPANY. 


SlE”' jM.n«tor,lond».. 





»7— PORT RATES FORM 

PORT OF LONDON AUTHORITY 
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. , EXAMPLE 98-TlrtN.INVOlCE, 

? . -r, 

Messrs. Tai 

Nanking Road, Shanghai 


%th Ma^ch, 19_ 

Vf-' 


Dr. to STANDARD TOBACCO COMPANY, LTD., 
London, E.C, 


Order No. 
..Indent 734_ 


Cable: 

“ Stantob. London.” 
Codes: 

Western Union 
(Universal Edition). 
A.B.C. (6th Edition), 
and Private 
Ordering Code. 


EXPORT DEPT. 


Ref. No. 

..G.RA\9.. 


Telephones : 

865 London Wall 
(4 lines). 

PRIVATE EXCHANGE 
Connecting all Departments. 


Quantity. Dfscripiion. 

Qnalilv 
No. ' 
or Gi adc 

3 Cases e 

licit CO 

m,mWhiieLady 


Cigarettes 

MM 



<TTC> 1/3 
cX/L 


Shanghai 


" 4, 



C'liiiammK Cont.iming 


15/- 112110- 


IHsca^mt 5% 

Tin-lined Cases 

! 

Freight 

I 

Insur ance 

\ Bill of Lading 



Meumt. 43 K 32 

X 27 

Net 1 ; 

; 0 : 23 

( 

Orou 3 

: 2 

: 20 

Tare 2 : 

: 1 : 25 

2 \ 

Measmt. 43 

X 32 

X 27 

Net I : 

; 0 : 23 

( 

Qroii ^ 3 

t ' ' f ' 

: 2 

: 22 

Tar^ 2 : 

; 1 : 27^ 

3 \ 

Meaimt. 43 

X 32 

X 27 

Net 1 ; 

: 0 ; 23 

{ 

: OroM 3 

: 2 

: 19 

Tare 2 

: 1 : 24 


Total £i113 10^ 
pers.s.-l“iVor(j,” 





NOTE 
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EXAMPLE lOI-FREIGHT REBATE BOOK 
FREIGHT REBATE BOOK 
LINE P. & 0. S. N. CO., CHINA 


— — 



. — 

— 

Date. 

Steamer. 

c 

'5.0 Mark. 

? 

[easure- 

ment. 



« 1 



"Non ” 


ft. 

Skanghat Co 

w 


SIIANC.IIAI 




EXAMPLE 102-FORM OF APPLICATION FOR REBATE 

CHINA LINE. OUTWARD. 



To the P. &O.S.N Co., * 1st July. 19,. 

122 Lkadenhaix Street, London, E C. 

Gentlemen, 

Annexed we beg to hand you a list of ouy sliip- 

ments by the steamers of your line during the period from 1st Januaiv td 

31st December, 19 ., on the freight of which we are entitled li> 

rebates of Ten per cent, on shipmenis up to 30th June, 19. ., less internu 
payment already made, and Five per cent, on shipments from that date io 
31st December, 19. ., in accordance with your circular of l.st January, 19 

_JWe have not made, nor been interested m, any sliipiiifnt'i 

(Coal excepted) from the United Kingdom, Belgium and Holland to the Stiail-' 
Settlements, Malay Peninsular, Siam, Philippine Islands, IIong-Kong, Kiao- 
chow, Wei-hai-wei, China (including Manchuria), Japan (including Foniiuvii, 
and Corea, during the above-named period by vessels other than those bclotii;- 
ing to the “ P. & O ,” " 0. S S.,” “ M. M.," " N. Y. K.,” " Glen,” ” Slim, ' 
” Ben,” ” Mutual,” and ” Mogul ” Companies; shipments from Middlesbrougli 
and^r Immi igham to the S.raits Settlements and Siam by the ” East 
Company,” of Copenhagen, and the ” Russian East Asiatic Steamship Com- 
pany,” of Petrograd, from Belgium and Holland by the ” East Asiatn tym- 
pany,” of Copenhagen, the ” Swedish East Asiatic Company,” of Gothenburi;, 
and the ” Russian East Asiatic Steamship Company,” of Petrograd, ho'" 
Rotterdam and Amsterdam to the Straits Settlements by stcamer.s of ll"' 
Stoomvaart Maatschappij ” Nederland ” and cargo steamers of the Rotteulam 
Lloyd, and of general cargo by the ” C^inipania Trasallantica Line ” (Lan inaK" 
& Co., Agents), to the Straits Settlements and the Philippine Islands, hcmil 
excepted. 

Yours faithfully, 

This declaration must be signed name (Standard Tobacco Co , 
by a Partner of the Firm claiming and 

the Rebate, or by someone hold- address _ __ JCiwg Koad, E C . ■ 

ing the Finn’s procuration. in 

FULL. Ft R. Monia?,u,..^ - 

* nUs Claim only valid if presented within three montltt of thii date. 
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luti' 


IV)rt of 
Shipment. 


NOT E. To l» oilitate cheoki 
(m Moh F reU^t Note sh 

I Mild [• \e per c etil. on shipin 


render ed .ind Jjipio ved 
i.S'j/k) I oiiJou I ’^luiHghai 


Port of No. on I Mark^ and I Amount 
Destination, l-rcight Numbers. I of Ntt 
Note. I Er‘‘ gl't 

I i i.ii. 

jog these Aoco ants, it is essential that th e Nnm be r 
ijould becorrecti? insert ed in the columijn for t hi s 

‘11 ts from I St Jannaiyl to joili'June.io, ...i-ii* n st 


Amount 

of 

Ri bate. 
C 

Ishownj 
jporpos e. 

.itemelnt 


S T 

*•‘7 :TTC i/t 


EXAMPLE 103-INSTRUCTIONS TO INSURE 


16/// March, 19— 

No 

TALFORD & CO., 

95 CoPTHAi.L Avenue, 

E.C. 

Dear Sirs, 

Phase the follow.iig Iiisir.ajue, IVr s.6. “AW”— 


hniiii London — to Shanghai 

- - -- m).. ^ our open policy 1197 


S.^T 
' TTC> 


C' L 

Shanghai 


Yours tnily, ^ 

Standard Tobacco Co., Ltd. 

F. R 


EXAMPLE 104-ADVISING THE DECLARATION OF 
INSURANCE 


The Standard Tobacco Co., Ltd., 
King Road, E.C, 


95 Copthall Avenue, 

(& at Lloyd's), 

London, E.C. 
i6th March, 19. 


Dear Sirs, 

. to advise having declared on your open policy 

ated 22nd November, 19. 3^138 on Cigarettes per s.s. “Nore ” 
rom London to Shanghai, leaving open £760 
Yours faithfully, 

Talford & Co. 
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EXAMPLE 105-IN8URANCE CERTIFICATE 

Tel^bondNo.: Telegrapbio Addnn: 

IS^ W»1L “ . London.” 95 COPTHALL AVENUE, 

and at LLOYD’S. 

TALFORD & Co.. 

INCORPORATE INSURANCE BROKI RS. 


LONDON, E.C mh March, ...Ad. 


Messrs. Standard, Tobacco Co., Ltd., 

King Road,. 


.E.C.. 


Dear Sirs, 

In pursuance of directions from Messrs. Standard Tobacco Co.. 

^^Ltd., by whose order wo effected policy — of 

Insurance as below, we beg to inform you that we hold the same 
as far as regards the Declaration specified below as a security foi 
yoU'to protect your interest in the subject-matter thereof to tli<' 
It of £_._138 




;oal 


it). ..One hundred and thirty -eight pounds. 


We remain, 

Yours faithfully, 
Talford and Co.. 


Declaration for /138 

on '<iT^ 1/3 Cigarettes, F.p.a. and e.o.e.c. or w.p.a. in tin, ft. and insurofici 
C V"l 

..Shanghai 

per s.s. “ Nore ’’ 

from London to Shanghai 

declared on Policy No. 15/19759 dated 27/A November, 18 





EXAM 
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EXAMPLE lOS-ADVICE OP SfflPMENT 
STANDARD TOBACCO COMPANY, LTD. 
KING ROAD, LONDON, 

ENGLAND. 


Cable Addien: 


London. 


Codes used: 


, WESTERN UNION 
) (Universal Edition). 
] A.B.C. (5tb Edition) 

' Private Ordering Code. 


LONDON, 2{)th March, 19___ 


Messrs. Tai Tung and Co., 
Nanking Road, 

Shanghai. 


Dear Sirs, 

We have pleasure in enclosing herewith copy of invoice fci 

—3 cases — shipped to your care per s.s “iVorc,”— .. - 

which sailed ior. ..Shanghai on 18//; March, 19___ 

The amount as per invoice has been drawn for at— sig/;/_.- 

through the Hong- Kong and Shanghai Banking 

^.Corporation, ^to whom all documents have Im ch 

banded. 

rfoping to be favoured with your further commands, 

We are, dear Sirs, 

Yours truly, 

Standard Tobacco Company, 1-Tu 


Hark and Noe.: 

<1^ 1/3 F. R. 

Shanghai 

No. I. 
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EXAMPLE 109-LETTER COVERING DOCUMENTARY RILL 

London, 20th March, 19... 

Dict. sun. 

Shanghai Banking Corpn 

Loudon, K.C. - 


Dear Sir, 

Enclosed pWse find bilE in diipluato for rolhction, with docu- 
iiaaits attached, diawii as under, proceeds of whicJi kindly remit to 
b when received in London. 

Yours faithfully, 

Standard Tobacco Company, Ltd. 



general instructions. 

In the event of a D. 0. A. or D. 0. P. bill being refused acceptance 
after arrival of the relative goods, please warehouse same, insure 
against fire, and advise us by mail. In the event of an accepted 
0. A. bill being refused payment on maturity, please note and 
advise us by mail. 

ALL COMMUNICATIONS TO BE ADDRESSED TO THE COMPANY. 
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EXAMPLE ni-LETTER CONTAININO REMITTANrE IN 


SETTLEMENT 


Teltgrtphie Address: 

“Boniface, London.” 

AIU Lf ITERS rO BE ADDRESSED 
A*JD 

KI.MITTANCES MADE PAYABLE 
TO THE 

Mos(,-Konc & Shanghai Hanking Corpohatios’, 
NOT TO individuals 


OUTWARD BILLS DEPARTMEN 1'. 



HONG-KONG AND SHANGHAI BANKING CORPORATION, 

9 (rRACECHURCH STREET, LONDON, 1L('. 

24//1 April 19„. 


il/i’ssTv. Standard Tobacco Co., Ltd., 

King Road, E C. 

Don- Sir/s, 

WV to liiind you ii Cluquc on Uh' London County and West- 
niinstd' Bank, Liimtcd, for net piocoods of Bill/s rollodcd on your 
acr* unt as follows, the receipt (4 winch please acknowledge*. 

Paiticiilars: 

Drawer Yourselves Drawee I'ai Tung & Co 

Payable dated 20/3/1*' Ainounl i /113 ! 10 i - 

Ann Interest for days (a' % pa.' — ^ - I - 

Together . /113 | 10 j - 

Lfss Our Commission (min. charge, i i 

1/- per bill) . . . £' '___J 

Postage Charge (on documentary i | ! 

bills under 100) . . . L. J ' 

Bill Stamps required abroad , ! " ' 

Paid for pre.sentation in . . ' | ' ' 

Cheque enclosed herewith . . .j| /1 13 j 10 j - 

Yours faithfully, 

A. Baker, 

Manager, 


nclosure. 
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TEST PAPER XIX 

Draw up the following documents and correspondenc?- 

I. Horatio Curtis, the principal of a firm of importers in Mevuo, 
writes on the 10th March, 19.., to John Hartley, ManufactiiK'i oi 
Preserved Eood-stuffs, in Manchester - 

Mexicans consume sardines in oil in large quantities 'the ti^mc 
for the imports of this article was ;f525,000 Spanish and (h'nuan 
brands of inferior quality are almost exclusively imported, tlio mIc 
prices in the retail trade being: 

I -lb. tins, 25 centavos {i e , 1/1), 

1- lb tins, 45 centavos {i e , 2/-), and 

2- lb tins, 80 centavos (/ e , 3/7) 

The import duty on the oil, estimated at 10% of the gross weif^lit, i> 
5 pesos per cwt. [i.c., about l\) It is possible to sell a superior (iiialit\ 
at a lower price and at the same time to retain a good profit Will 
Mr John Hartley make a trial ^ Hartley’s mark has got a good lopii- 
tation on the one hand, and Horatio Curtis knows the market \ei\ 
well on the other hand If Hartley can (piotc advantageous piios 
Curtis is willing to take on consignment a trial lot of about /500 wmih 
which he would order in accordance with the samples to be sent 'Fci iii^ 
On shipment of the goods Hartley would cover himself for lialf of tin 
value of the goods by a documentary bill at three months on the Hntid: 
Bank of Central Mexico in lamdon, where Curtis has a current ai 
and which bank would accept the draft The balance would be payil>k 
in account current every throe months, the first term to be the IDth 
July. Commission 5% and 6% for del crcrfcrc, all expenses to be u 
funded, plus 5% on the advances References; Boxhall Bros , Loud'"' 
Sebastian Cabot, Shipowner, Liverpool; Jose Aponte, Bankei, "t 
Mexico. 

2 On the 24th March, 19. ., John Hartley acknowledges reu'ij)! "! 
the preceding letter, and thanks Horatio Curtis for his })ropositioii, bi't 
regrets that he cannot give an immediate answer m the affirniatn" 
He says he is afraid of being unable to cope with the numerous <'id<e 
which flow in daily, but that he will reply definitely in a few da}'’ F' 
cablegram in order to avoid any undue delay. He also prorni’'!"’ 
send on the following day by post a parcel containing — 

(a) 2 lbs. Sardines m Oil, “ Jockey Brand ” (1 I-lb and 2 ]-lb tn*' • 
(/;) 2 lbs. Sardines in Oil, " Profe.ssional ” Brand (1 1-lb and 2 LIF 
tins), 

[c] 2 lbs. Sardines m Oil, “ Skipper Brand ” (1 Mb. and 2 J-lb Uw" 
He states that he is also selling these brands m 2-lb. tins 
The prices ex factory, not including commission, are — 

(rt) 35/- net per cwt. 

{b) 40/- 

{c) 45/- 

for the 2-lb. tins. 

On these prices there is a supplementary charge of 5% if pa^Fcd 
in Mb. tins, and of 10®o if in J-lb. tins. After estimating the ' 
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,.l transport, insurance, duty, etc . at 25%. and the profit of the retail 
trade at 12% to 15%. the goods, which arc of absolutely first-rate 
duality, could be placed upon the market at prices considerably below 
those actually prevailing, and the goods would still be profitable to the 
manufacturer and the commission agent. Hartley declares liis readi- 
lu'ss to accept the other terms of Curtis as to payment, and adds that 
the c.iblegram will arrive almost at the same time as tlie samples, etc. 

3 On the same day John Hartley writes, a.sking for information 
.ibout Curtis to the British Bank of Central America in London, to 
<0)astian Cabot in 1-iverpool. and to Rene Fouges in Havre. (The 
latter IS a retired merchant captain, who lias resided .some years in 
Mexico He is an intimate friend of Hartley, and the letter to him 
will, tlierefon', be couched m familiar terms, and will also contain 
,1 fi'w words referring to the families of the two friends ) 

4 On the 28th IMarch, the reply from Rene bouges .irrives. It 
^tate^ that the writer has had no personal ac(iuaintaiic(‘ with Curtis, 
hilt that he has heard nothing but favourable reference to him Curtis 
was lor several years Portuguese (hjiisul iii Mexico ('fhe letter is 
wiitteii on the saiiio friendly lines as the foregoing) 

5 On the 29th March, the reply from Sebastian ('abot arrives, and 
it IS found to be favourable The .student is expected to supply the 
details, and the same applies to the letter of the British Bank of Central 
Mi'mio, dated the 29th March, which is likewise favourable. 

On the loth April, 19. ., John Hartley calculating that Ins letter 
"f the 25tli I'Vb has meainvhile reached ('iiitis, now cables his definite 
>ui(pi,iiiLv of tlie proposal made by Cuitis 

7 On rith April, 19. ,, Curtis sends a firm order for the following — 
(ill 40 cwts “ Jockey Brand ” in Lib tins . , ;fl44 0 0 

40 cwts " Jockey Brand ” m 1-lb tins . 137 10 0 

20 ( wts. " Jockey Brand ” in 2-lb tins . . — -- - 

{!>} 10 cwts “ Professional Brand,” 1 -lb. tins . . (->5 10 0 

fO 2 cw'ts ” Skipper Brand,” i-lb tins. . . 9 10 0 

/3.S0 10 0 

llie two last-named brands are unknown to the market, but ( iirtis 
"dl make a trial as the samples have pleased him as well as his friends. 

• lie profit of the retail trade m Mexn o and in the Mexican towns is 
I'eOiiently more than 25%, but even at that figure the return to the 
'naiiufacturer is still sufficient Curtis has no intention of .squeezing 
down the price of the goods, and hopes that the reputation of the British 
products will be sufficient to attract customers, at prices barely lower 
"r even similar. For the settlement of this order, he rejieats the terms 
"Inch have already heen mentioned (i r , a documentary bill on the 
Ihiiish Bank of Central America, etc) 

t)n the same date Curtis advises the above-mentioned bank of 
draft which Hartley will present for their acceptance. 
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9. On the 24th April, Hartley advises Porter & Co., a firm of Forward 
ing Agents in Liverpool, that he has sent to his address to the Liverpool 
Station: 

14 Cases H.C. 1/14, weighing gross 3 cwts. each, 
and instructs him to ship these by the next steamer to the addres^ 
of Horatio Curtis, if possible, by through bill of lading to Mexico, or at 
any rate to Vera Cruz. In the latter case will he advise Curtis m good 
time in order that the latter may take delivery on their arrival at 
Vera Cruz ? Will Porter & Co send him the bills of lading made out 
to the order of John Hartley without delay, even in the event of 
shipment not being possible at once, and will he send him per return 
the two negotiable copias ? He also asks him to insure the cases for 
£400 plus cost of transport, and 10% for imaginary profit, and attach 
the policy to the bills of lading. John Hartley encloses a certificate of 
origin drawn up by the Chamber of Commerce in Manchester. Will 
Porter & Co. have it certified by the Mexican Consul in Liverpool, and 
attach it to the bill of lading accompanying the goods ^ 

10. On the 29th April, 19. ., Porter & Co. send direct to Hartley the 
through bills of lading and the insurance policy. The steamer is the 
Swift, Captain John loyatt. departing 0th May, touching at the 
Bermudas and at the Oreater Antilles; ai riving at Vera Cru/ about 
1st June. They say they have carefully executed the instructions of 
Hartley, and render an account of their charges — 

Cartage, 2/0 per case. 

Shipping formalities, 3/-. 

Stamp on Bill of Lading, (kl 
Insurance, 4% 

Commission, 3d. per cwt. 

11. On the 30th April, in a registered letter, John Hartley sends 
to the British Bank of Central America a documentary bill for £ ? 

at three months’ date to the order of Hartley; the documents aio 
indorsed to the British Bank of Central America. 

12. On the 4th May, in a registered letter, the bank returns tlif 
accepted draft. 

13. On the same date, the bank sends to Curtis the documents whah 
they have indorsed to his order, and advise him that they have accepted 
the draft as arranged, and that they will place it to the debit of lus 
current account. 

14. On the 8th May, Hartley advises Curtis of the shipment of the 
goods and of the acceptance of the draft. 

15. On the 19th May, Curtis advises the bank of the receipt of the 
documents. 

16. On the 31st May, Curtis advises Hartley of the safe anival of 
the goods. 

17. On the 27th June, Curtis sends information that business is 
progressing favourably, and encloses a further order which the student 
should draw up for a total of about ;^60. 

18. On the 16th July, Curtis sends the account sales of the first 
transaction. 



CHAPTER XIII 

Market and Exchan(;k Reports 

Till SE reports are published daily in the principal newspapers of 
country, and arc found in great number and variety. 
Ill addition, large commercial houses are in the habit of sending 
fioiii time to time to their clients reports concerning the state of the 
iiiaiket piices, existing stocks, anticipated supplies the extent of 
(ifiiiand and supply, and these reports offer great facilities to the 
pi.Htical merchant. If these reports should prove too short, or 
il the inerHiant di'sires to know what prosjiects certain articles arc 
to have in the near future at various places, or what prices 
!iia\ be pre\'alent after the next harvest in order to calculate his 
liitnie ie(}uirenients, he can easily get the requisite infoimation 
tliKui.^li th(' \arious brokers, and other expert channels. 

'Hie c(-mj)ilation of such reports n'quires an extensive knowledge 
i>f coiniiiercial and local usages, a wide knowledge of commerce in 
e'lieial, the exercise of the greatest care and minute attention, 
-iiid a judgment matured by long exi)eri('nce. 

ni\lNti ('OMMISSION AtiENTS at the huge centres of trade like 
h''iid(jn, Liv(Mpbol, AmstiTdam, Antwerp, et('., are of grc'at import- 
■>>1"' in connection with the importation of goods fiom overseas 
'"untiies, for through them colonial produce may be purchased. 
It may be sold and forwarded to the wholesale dealers engaged 
in the home trade. 

In the same way that they find connections with the producers 
‘ihmad, so they try to find buyers for the goods in the home country 
the appointment of agents. These buying commission agents 
<ue, therefore, as a rule, large and important firms with plenty of 
‘''b'tal. In order to obtain customer'^ amongst the wholesalers 
'’f the interior, they send out market re])orts which take the form of 
printed circulars, and give information about the various events 
'’•nirring in the world’s market which may have an influence upon 
prire. The report contains statistical information about the 
‘picintity of the stocks accumulated in the various warehousing 
litres; the extent of the weekly or daily turnover; the quantities 
149 ■ 
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delivered for consumption; the extent of probable future supj^lus 
If possible, in these reports all the countries of production .uid 
consumption of the whole world are taken into consideration, thus 
furnishing an idea of the whole of the world’s market. Of goal 
importance are the prospective harvests, and those already brought 
in, as well as the estimates based upon them, although the personal 
view of the reporter and the interest which he has in the rise oi fall 
of prices, plays some part. The Bull speculators expect a Miiall, 
whilst the Bears expect a large harvest. Unless these reports au 
based upon ofticial or reliable information, they have to 1m 
accepted with a ('(‘rtain amount of caution. The proceedings im 
the exchanges, lik(‘wise, must be followed with great attention, a^ 
nowadays the large speculators on the produce exchanges tiy h' 
bring about a rise or a fall in price's hy effecting large sales or pm- 
chases, or manipulating in any way which may h'ad to their be in tit 
The produce exchanges, therefore, exert a veiy prominent inilmnd 
upon the determination of prices. The rings and syndicates of luig( 
speculators are in many respects similar in their aims to tlu' opua- 
tions on the exchanges. They endeavour so to command the tul i! 
stocks of produce of a country or the whoh' of a market, that th* \ 
may subsequently dictate their own jirices. More dangcnui' 
however, to the freedom of intercourse, and still more calculaUtl 
to exploit the consumer, are monopolies, such as the world monopnh 
of the American Standard Oil Trust. 

Essential factors in determining the state of the market are .ibe 
to be found in the political conditions of a country. The pri^pt ' t 
of peace or of war, disturbances in the friendly relationshii)^ 
States, or the gloomy forecast of a cabinet minister, have repeatnH'' 
affected prices. To this category also belong such political e\'rnt' 
as the conclusion or expiration of a commercial treaty; the introdiic 
tion or abolition of fiscal regulations, the prohibition of the import i 
tion of certain goods, the introduction of State monopolies, and "i 
export bounties. 

Market reports have reference to all these phenomena and di u' 
their conclusions therefrom, or they leave it to their customer- 1<» 
form their own judgment on the basis of the facts reported, b n 
obvious that the compilation of such market reports is one of 
most difficult tasks of correspondence, for not only is skill in expi ‘ 
sion and complete mastery of the whole subject absolutely necessao’ 
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blit a knowledge of the chief occurrences in the world's market and 
a reserve of wordly wisdom and experience is required. 


EXAMPLE tI2-MARKET REPORT 

HOME COMMERCIAL MARKETS 

LONDON (Tut: Baltic Exchange), May 7.— Wheat offers from 
the Royal Commission have been on a more lilxTal scale to-day and a 
(air amount of business has been put tlirougli in No. 1 and No. 2 North- 
(‘in Manitoba, No. 1 Northern Spring, No 1 liard winter, aiul Australian 
at the controlled price of 80s. 

Maize quiet. U\ Plata and AmeiKan mixed quoted at 60s. and 
'Eolith .African at 65. A quantity of African maize meat has been dealt 
in at £'20. 

lf\KLEY the turn lower to .sell. No 3 Canada Western, June, 
(iSs 6d. , July-Aug., 68s. 6d. ; No 4 (Ainad.i We.stern, 66s 6d ; and 
Vmeruan malting, May, 72s 
Oats quiet. Iflack Irish, 45s. 6d. 

At Mark-lane a moderate attendant', but actmil trading confined 
uitlnn narrow limits and quotations unchanged throughout. English 
wheats, 70s to 76s. 6d. ; foreign qualities sparingly offered at 84s 3d,, 
ev ship, and at 84s. 9d. and 85s 3d landed. Idoiir No allocation 
made to-day. C, R. grade, 44s. 3d ; and imported makes, 46s. 3d. 
Maize nominal. Ha Idata, 62s. 6d to 63s 6d Ifarley Fair trade 
jussing m English at 65s. to 70s, Oafs (pinder hinglish, 45s. 6d. to 
Ms 6d ; Scotch, 55s to 58s ; and Iiisli, 47s, 6d l^i I’lata, 60s. to 
62 s ; and Canada Western, 63s. 6d Ifeans and jieas steadily held, 

1 ofusl beans quieter. Offals (ontimu' in re([uest 
fdVTRPOOL, May 7. - -Wheat -No forward offers on the market 
and trading ruled inactive, but some No. 1 Norfhern .spring, No. I 
O'd winter, and River Plate, in store, was alkxafed at 82s. Maize 
f I f parcels inanimate, nothing being on offer, but some further store 
klate released at 62s Flour --Regulation and imported meets a 
sl'nv I onsumptive trade. The latter sold to millers at 44s. 9d. Oats - - 
■A quantity of Irish white in store was released at 47s. 6d Beans firm : 
lOO tons of Chine.se hor.se, June-July, i hanged hands at £20 10s per ton 

COTTON 

LIVERPOOL, May 7 A fair inquirv again prevailed for American 
' Oton on the spot market and prices iiiled .steady. Fully middling 
L S5d. Brazilian were idle and unchanged Egyptian had a moderate 
‘'ah' at unchanged prices, F'ast Indian quietly steady. American 
futures opened quiet at 2 points decline to 1 point advance and after 
improving slightly declined under increased offerings and an absence 
speculative offtake. At midday values w'cre 5 to 24 points down. 
I’urther liquidation and some hedge .selling cau.sed another decline in 
afternoon but a partial rally occurred near the end owing to .some 
trade, calling and steadier New York cables. The clo.se was steady 
j^ith near positions 2 to 14 points and distant 21 to 29 points down, 
Egyptian futures dull and unchanged. 

•i-quiOi) 
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WOOL. 

LONDON, May 7. — Buyers were in full atlendance at the amtions 
here to-day, when eatalof^ues jointly represcntinj^ 8,135 bales were 
submitted, and, with a much better assortment av.iilable, competition 
was decidedly more active, resulting in a brisk clearame of all descrip- 
tions, Victoria provided the best of the greasy merinos, some attractive 
clips marked “ F in diamond/Mt Sturgeon ” realizing the phenomenal 
price of 8()d per lb. ; other v.irioiis marks of similar grades selling at 
correspondingly high figiiri's The .scoured merinos were chiefly 
compo.sed of pieces and broken from Sydney, which were disposed of at 
prices ranging up to 54d. and 53d per lb. respec tively, while the finest 
of the scoured crossbred came from New Zeal.ind, a good line marked 
“ Washdyko ” reaching 72d for light-conditioned halfbreds and 70d 
for pieces. The grea.sy cross breds, mainly consisting of Australian, 
were all readily sold, chiefly to Yorkshire buyers, at lull c'stablished 
rates, 'I'he offerings comprised : New South Wales 4,255 bales , 
yueensland 700 ; Victorian 1,327 , West Aiistialian, 278 ; and New 
Zealand, 1,575 bales. 


KXAMPLE lia MARKET RKIMfRT 

COLONIAL AND FOKKICN FHODrt'L 

LONDON. May 7 -- Suoak -J'lxed prices Biitisli W Indian, 
crystallizc'd, 57s 9d. ; Muscovado <md syrups. 55s Od Home Refined 
- -Tate's cubes, caster, icing, and pulveii/c'd, 64s 9d. ; crushc'd, 
granulated, <ind white pieces, 57s 9d ; and pusc's other than white, 
55s. 6(1. , Lyle's granulated, crystals, whiles, .in<l yellows, 57s 9d. The 
Clyde market is unchanged. Siipplic's on offer were readily taken up 
at the fixed rates 

CoKFKK -At to-day’s auction 4,950 packages were offered, and met 
with a good demand at firm price's biast Indian (nc'W crop) 770 bags 
offered, and chiefly sold ; good bold greenish and coloury at r27s 6d 
to 130s. ; medium at r21s. to 124s ; sm.dls at 115s. ; peaberry at 
127s. 6d. to 136s. 6d. ; triage at 110s. 6d to 114s. I'Xst Indian, 889 
bags otfered, and chiefly .sold ; good bold to extra bold grceni.sh and 
coloury made 122s, 6d to 131s ; nu'dium, 119s to 124s.; smalls, 
113s. 6cl to 114s ; peaberry at 128s 6d. to 138s ; triage, 109s. to 
114s. 6d. Costa Rica (new crop), 1,179 bags offered, and only a small 
portion .sold ; gocHl medium to bold greenish and greyish, made 124s. 
to 132s. 6cl. ; peaberry, 131s. to 153s 6d. Costa Rica, 615 bags 
offered, and 603 sold ; gcxxl to fine Ixdd greenish and coloury at 128s. 
to 140s 6d. ; medium at 126s. 6d. Nairobi, 433 bags offered, and chiefly 
sold; gcKxl to fine bold greenish made 128s 6d to 135s 6d . medium, 
123s. to 130.S.; smalls, 107s. to 12Is. ; peaberry, 140s. to 150s. Uganda, 
633 bags offered, and chiefly sold ; bold to good bold brownish, greenish, 
and greyish at 110s. to 121s. ; medium at 102s. to 114s ; smalls at 
94s. to 107s. ; peaberry at 104s. to 118s. ; small peaberry at 94s. to 
105s. 6d. ; triage at 91s. to 97s. Santos, 620 bags (quay terms) offered, 
and chiefly sold ; bold dark brownish musty at 108s. to 1 15s. 6d. Futures 
were firm, but inactive. July quoted 104s., sellers, 101s. buyers. 
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102s 6il, value ; Sept , I04s sellers, KMK (vl ImveiH, KI'Js v.ilue ; 
Dec, l()3s sellers. 101s buyers, 102s paul and \alue , March. 104s 
sellers, 100s buyers, 102s value, t'outracts re<,Msleied foi the week, 
Aprd 28 to May 3, 500 bags 

Tea — At auction, 9.300 pickages of Indian were elh'retl for home 
consumption only The sah' jiassed oil without any matenal ihange 
from the prite basis established <tn Mondav. except in the case (d 
common stalky descriptions, whuli ruled easiei 


KX.4MPI.K 114 .MVRKET KKPOKT 
ANDERSON & CO.’S FRUIT MARKET REPORT 

Liverpool. 

22 nd July, 19 . . 

Sultana Raisins, New Crop 

The “ Swan ” arrived on the 26th ult., bringing 4,000 boxes, 
the first of the new crop ; these were all sold to arrive at prices 
ranging from 56s. to 66s. The Saracen ’ ’ is due on the 
28th, having on board about 26,000 boxes ; of these a large 
proportion has been disposed of at from 52$. to 65s., showing 
a decline of 3s. to 4s. per cwt. The next steamer will be the 
“ Corinthian " (reported to be bringing 50,000 boxes), due the 
26th Aug., but no overland samples are yet to hand. It is 
expected, however, that there will be a good demand as the crop 
is of excellent quality, and the market is almost clear of the old 
crop. 


EXAMPLE 115 PRO E(1RM\ DLNTRAfT 
CONTRACT NOTE 

Liverpool. 

23rd July, 19 . . 

ANDERSON & GO., Dried Fruit Dealers 

Mr. J. Calpathian, 

Smyrna. 

We have this day sold of you to our principals on the terms 
and conditions of the Liverpool Dried Fruit Trade- - 

500 Boxes Sultana Raisins at 60s. per box 
Loss in weight not to exceed i per cent. 

Any dispute which may arise in relation to this Contract 
to be settled here in the usual way by two Brokers or Merchants 
mutually chosen, or their umpire. 

Payment by Cash within seven days after receipt of the 
Invoice, but in any case before the arrival of the vessel, allowing 
interest at 5 per cent, per annum from date of payment to the 
expiration of 90 days from date of Bill of Lading. 




‘TTiese charges would not be incurred il sold ex quay. 
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TEST PAPER XX 

Draft the following correspondence, etc. - 

1. J. Calpathian, of Smyrna, inquires from Messrs Anderson A- ('o , 
of Liverpool, about the prospects (»f the new crop of Siiltan.i raisins, 
Before making any shipments, he requests them to furnish him witli 
Market Reports, Contract Note, and prn fortiui Account Sales 

2 Anderson & Co. reply enclosing Report, Contract Note, and 
pro forma Account Sales ; they advise ) C. to lo'-e no tune as prices 
will decline with increasing supply , moreover sale^ cv (]uav will become 
more difficult and further expenses would be incurred by warehousing 

3. A London Coffee firm utilises the following facts as the basis 
of a market report — 

Market quiet. Ix)wcst price limits exceedt^l by id. No bulls 
existent, and further fall therefore possible Bear party tries to 
maintain its position by every possible means This party is no longer 
able to exploit for their own pur])oses the officially known figures ol the 
new Brazilian harvest, and they therefore make use of the j)rospect.s 
of the coining year, and spread a report as follows’ " f)wing to the 
warm sunny weather, the coming Bra/ihan harvest is making good 
progress ” As is well known, the time of bloom has not even arrived 
yet, and the report must therefore be considered a free invention of 
the bear speculators, when they talk of the progress of the new harvest. 
This circumstance proves that speculating for a fall is no longer possible, 
and another circum.stancc which confirms this as.sertion is to be found 
in the fact that this year coffee prices arc threepence lower than in the 
past few years. It is quite likely that the bears will soon turn into 
bulls, and this forecast is borne out by the following figures - 

It is general knowledge that the la.st Brazilian harvest amounted to 
7,750,000 sacks, of this quantity 750,000 sacks have already been 
brought on to the market. Thus we have to reckon with the remaining 
7,000,000 sacks. The other harvests, together with the balance ol all 
stocks, are unanimously estimated at 4,5(X),000 sacks. Thus, the whole 
of the world’s stocks until the first of July next year amount to 1 1,500,000 
sacks. 

The world’s consumption amounts to 11,000,000 sacks annually, 
and thus the world on the above date would have to reckon with the 
small surplus of half a million sacks This in.significant surplus is not 
sufficient for the bears to maintain their position, and they therefore 
fall back upon the hoary expedient of prognosticating a large harve.st 
for the forthcoming year, which is not even yet in bl(X)m When the 
bulls enter into operation they will be able to calculate with authentica- 
ted figures, and they will not take the slightest notice of any prognostica- 
tions, The world’s stocks on the 1st July of the past nine years are of 
great interest. 

Sacks. 

This year . . , , 11,500,000 

1. Last year . . 9,300,000 

2 Year before . . . .11,501,000 

3. 9,202,000 
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4. Year before 
5 

6 . M 

7 

8 . „ 


Sacks, 

11.238.000 

11.858.000 

9.297.000 

8.658.000 

10.598.000 


We thus find that in the harvc'st years (2), (4), and (5) the 
world’s fiarvests were quite as large as this year, whilst at the same 
time the world's stocks were higher than they are at present, and prices 
were 2j[d. to 3d. higher. In these facts is to be found an important 
reason for a bull movement which the trade in futures will ut lisc. 

According to the following statistics, the production of neither Rio 
nor Santos, nor the world’s production during the last eight years has 
undergone any essential change. 


7 years ago . 

Rio and 
Santos. 
Sacks 

. 4,278.000 

6 „ . 

. 5.308,000 

5 

. 7,386,000 

4 „ . 

. 6.195,000 

Average 

23,167,000 

. 5,791,750 

3 years ago . 

. 4,307,000 

2 

. 6,699,000 

1 year ago 

. 5.480,000 

This year 

. 7.000,000 

Average 

23,486,000 

. 5,871,500 


World’s 

Production. 


7 years ago . 

6 „ ,, . 

5 „ „ . 

4 

Sacks. 

. 8,658,000 
. 9,297,000 
. 11,858,000 
. 11,283,000 


41,096.000 

Average 

. 10,274,000 

3 years ago . 

2 „ „ . . 

I year ago . 

This year 

, 9,202,000 
11,501,000 
9,390.000 
, 11,500,000 


41,593,000 

Average , 

. 10,398,250 


This steady progress of pnxluction has been considered in conjunction 
with a gradually increasing consumption. 

Draw up the Market Report as it would appear when ready for 
dispatch to likely customers. 



SECTION III-BANKING AND 
FINANCIAL CORRESPONDENCE 


Introduction 

Banking and financial correspondence is distinguished from that 
of ordinary trade by its greater conciseness, although it is as varied 
as the latter with regard to the kinds of letters and in the use of 
printed forms. These latter need not be discussed here since they 
do not strictly belong to correspondence but to office routine. 
Through the agency of the banker a debt may be settled in any one 
of the following ways— 

1. Cash remittance. 

2. Paper remittance on the pait of the debtor. 

3. Draft on the debtor by the creditor. 

4. Payment through a third person. 

5. The granting of credit in contra account. 

In each of these cases the debtor requests the ci editor to give 
him credit for tin.* amount remitted, and usually states whether 
the amount is in total or partial settlement of his account. If a 
bill of exchange is remitted, the amount, date of maturity, name 
of the drawee, and the place of payment are mentioned in the 
covering kdter, whilst in the case of foreign bills the rate of exchange 
is usually mentioned. In some instances, however, it is left for 
the foreign drawer to credit to the drawee at the highest possible 
rate of exchange. In the cast* of a draft on the debtor or on a 
third person, the creditor receives from the debtor special instruc- 
tions to draw either upon him or upon the third party. The latter 
should be advised without fail, and should be asked to honour the 
bill at the due date. Payment tlirough a third party may take 
place in two different ways — 

1. Tile third party may be instructed to remit the money to 
the creditor ; or 

2. The creditor may be authorised to collect the money from 
the third party. 


J57 
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The latter method is frequently met with in the banking 
business. 

For the sake of clearness and convenience, the letters in the 
banking and financial business may be divided into four groups, 
each of which will be treated in turn. These have reference to 
transactions dealing in— 

1. Money and its substitutes. 

2. Bills of Exchange. 

3. Stocks and shares. 

4. Accounts Current. 



CHAPTER I 

Transactions in Money and its Substitutes 

A Contract of Sale is an agreement in which goods are exchai ged 
for a certain monetary consideration. The seller supplies the 
goods and the purchaser pays the price agreed upon. If the time 
of the exchange of the goods coincides with that of the payment 
it is known as a " cash sale " ; that is, buyer and seller fulfil their 
obligation at the same time. As this method of executing a con- 
tract of sale is only possible where the buyer and seller both meet 
where the goods are being offered for sale, it is rarely met with in 
the wholesale trade. As a rule in this trade the payment for goods 
is not made at the time of their purchase, and this is largely due to 
the prevailing usages of trade. The seller either supplies tlie goods 
first and the consideration of tlie purchaser is given later ; or the 
purchaser may pay the price in advance, whilst the seller supplies 
till' goods at a subsequent date. This is known as a purchase 
against cash in advance. Obviously such a transaction is based 
upon credit relations ; the purchaser w'ho pays the price in advance 
without receiving immediately the goods is the creditor in this 
case, and runs the risk of losing the purchase price. 

When a contract of sale is being concluded the two parties must 
come to an agreement as regards the method of jiayment, so that 
the time of payment forms a part of the contract. Where the 
contract of sale does not contain any terms of payment, it must be 
assumed that it is a cash transaction unless the customs of the 
trade or locality prescribe otherwise. Therefore, if the purchaser 
desires credit terms or if the seller wishes to have payment in 
advance, it must be expressly stipulated in the contract of sale. 

MODE OF PAYMENT.--It is the usual custom in trade for 
payment to be made at the place of the seller ; the debtor is there- 
fore required to pay the purchase price to the creditor at the latter's 
office. Where the creditor resides at a distance from the debtor, 
the latter has to bear the expense of transmitting the remittance. 

TIME OF PAYMENT.— The day on which a debt is due is called 
the dm date. As a rule this date is fixed in the contract. The 


159 



160 


PRINCIPLES AND PRACTICE OF 


debtor is expected to conform punctually to the due date, and if he 
does not fulfil his obligation his account is said to be in arrears. 
Every business man who desires to maintain his reputation and 
credit will endeavour to adhere punctually to the due date. vSome- 
times a debtor pays before the due date, in which case the creditor 
may make an allowance in the shape of discount. The debtor, 
however, has no legal claim to such a discount unless this has been 
agreed upon by the parties. 

MEANS OP PAYMENT.— In the home trade metallic money 
serves as a means of payment and is divided into standard and 
token coins. The latter are legal tender only to a limited amount ; 
that is, silver to 40s. and copper to Is. On the other hand, gold 
coins may be tendered up to any amount. 

In regard to notes which arc unlimited legal tender there are two 
kinds, viz.— 

(1) Bank of England notes, and 

(2) Currency or Treasury notes. 

The chief forms of money used in the settlement of debt may 
therefore be distinguished as follows— 


MEANS 

OF 

PAYMENT. 


Legal Tender. 

L 

I " ■ 1 

Unlimited. Limited. 

I I 

Gold. Silver. 

Bank of England (not exceeding 40s.) 

Notes. Copper. 

Currency Notes. (not exceeding is.) 


Non-Legal Tender. 


Negotiable Not Negotiable 

Instruments. | 

I Postal Orders. 

Cheques. Money Orders. 

Promissory Notes. Stamps. ' 

Bills of Exchange. 


Letters containing documents of value such as bank notes. Trea- 
sury notes, etc., can be registered at the Post Office, thus enabling 
the sender to prove delivery. The normal fee for registration is 
2d. per packet in addition to the ordinary postage, though a gradua- 
ted scale of fees is in operation providing for greater compensation 
in case of loss. When transmitting coin through the post special 
registration envelopes must be used, and these are obtainable at the 
Post Office. 



COMMERCIAL CORRESPONDENCE 


161 


CASH PAYMENT IN ONE’S OWN LOCALITY.- VVlicre the cre- 
ditor and the debtor reside in the same localit}', payment may be 
made direct at the domicile of one or the other, and in this case 
an exchange of letters is not necessary. However, for the proper 
record of cash transactions, evidence in writing is required for every 
payment so that the party receiving ])ayment must give a receipt 
to the party making the payment. In the settlement of an account 
the recx*ipt may be written on the statement or invoice. A receipt 
consists of a written and duly signed declaration of tlio receiver 
that he has received the amount in question, the purpose for which 
payment is made, and the date of payment. Where the amount 
paid exceeds £2 a penny .stamp must he aflixed. 

EXAMPLE ll7-RE(ilT:STlN(i BANK NOTES AtaiN’ST BILLS 
OF EXCHANGE 

Tel«ffnuni: Uaioa." Mincheiter. 

Tei«phon« : Central 3878. 

THE UNION BANK, LIMITED 

King Street, 

Manchester. 

29th July, 19 . . 

The International Bank, 

Lombard Street, 

London, E.C. 

Gentlemen, 

We beg to confirm our telegram of to-day’s date as follows : 

“ Send £6,000 Bank Notes— effect insurance,” 
and we are awaiting their early dispatch. 

Enclosed you will please find bills of exchange for £4,670 
on Liverpool, as per enclosed list, which kindly credit to our 
account. 

We are, 

Yours faithfully, 
per pro. The Union Bank, Ltd., 

T. Jones, 

Head Cashier. 

(S'Y- No. lift) 
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EXAMPLE 118 -REPLY 

(Sm No. 117.) 


Lombard Street, 

London, E.C. 

30th July, 19 . . 

The Union Bank, Ltd., 

King Street, 

Manchester. 

Gentlemeji, 

In accordance with your telegraphic instructions, we sent you 
yesterday by registered package £6,000 in Bank Notes, plus 
7s. 6d. insurance fee, total £6,000 7s. 6d., which we have 
debited to your account and have to-day credited you with 
bills of exchange on Liverpool for £4,670 under the usual 
reservations. 

We are. 

Yours faithfully, 

per pro. The International Bank, 

T. Williams, 

Secretary. 


EXAMPLE 119 - INSTRUCTIONS TO REMIT CASH TO A 
THIRD PARTY 


Highland Road, 

Durban, 

Natal. 

loth Jan., 19. . 

Messrs. Edwards & Son, 

Cheapside, 

London, E.C. 

Dear Sirs, 

We thank you for your favour of the 4th ult., and now take 
the liberty of asking you to remit to Messrs. Thompson & Co., 
of Leeds, a cheque for £150 and debit us with this sum. 

Awaiting your early advice of the carrying out of this 
trat^ction. 

We remain, 

Yours faithfully, 

per pro. Johnson Bros., Ltd., 

T. Stead, 
Secretary 
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EXAKPLK 120-€A8H REMITTANCE 


Messrs. John Kellett & Co., 
Manchester. 


Leamington. 

i6th July, 19 . . 


Dear Sirs, 

In settlement of your account of £76 6 s., dated 3rd inst,, 
I beg to hand you remittance as under - 

I s. d. 

Cash . . ■ 75 2 5 

Discount at per cent. . i 2 ii 
Postage .... 8 


^76 6 0 

Please acknowledge receipt and oblige, 

Yours faithfully, 

Leonard Brooks. 


l s. d. 

Fifteen £s Notes • 75 - ” 

P. 0 25 

ilS 2 5 


(s<. X- 


l>l ) 


EWMPLE 121 -ACKNOWLEDGMENT OF RECEIPT, DEDimON 
FOR POSTAGE PROTESTED AGAINST 

(Sfy; No VIO ) 


Mr. Leonard Brooks, 
Leamington. 


Manchester. 

19th July, 19 . . 


Dear Sir, 

We are in possession of your remittance of the i6th inst. of— 

£ s. d. 

Cash . . 75 2 5 

Discount at 1} per cent. . 1 2 ii 

Postage .... 8 


i76 6 . 


with which we have settled your Account with thanks. 
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We would point out to you, however, that all our accounts 
are payable at Manchester, and, therefore, we cannot admit 
your deductions for postage in future. 

Trusting to receive an early renewal of your orders. 

We are, dear Sir, 

Faithfully yours, 

John Kellett & Co. 


EXAMPLE 122 -PAYMENT BY CHEQUE 
London. 

2nd June, 19 . . 

Messrs. John Thompson &. Sons, * 

Liverpool. 

Dear Sirs, 

Enclosed please find Cheque for £250 8s., which, plus 3 per 
cent, on £260 for Cash, and £3 2s. for 20 empties returned on 
the 25th ult., balances your account for 8th April. 

Yours faithfully, 

James Taylor. 

(Soc No. 12.1) 


EXAMPLE 12a-A(’KNOWLED(JMENT OF RECEIPT 

(W No 122) 

Liverpool. 

5th June, 19 . . 

Mr. James Taylor, 

London. 

Dear Sir, 

Thanks for your cheque, value £250 8s., which has been 
placul to your credit, according to your instructions. We 
are looking forward to the arrival of the empties advised. 

Trusting soon to have the pleasure of receiving a repetition 
of your orders, 

We are, 

Yours very truly, 

John Thompson Sc Sons. 
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TEST PAPER XXI 

I. (a) On the 16th May, Harvey Crouch, recjiicsts the Rritish 
Bank for Foreign Trade in London to send him ;^1,500 m bank notes 
by insured registered letter, and per contra he sends bills of exchange 
on various .places for ^968 16s. 

(6) On the 17th May, the British Bank executes this onler charging 
8s 6d for insurance and crediting the amount of the bills on the 
19th May. 

Draft the above letters. 

2 (u) On the 8th August, E. W Hall rc(|ucsts the Xational Bank, 
I,ceds. to transmit to Williams & Co. ('ardiff. i\7!) and to debit his 
account. 

(/;) On the 9th August the National Bank informs Williams & Co. 
that they have .sent tliem the amount stat(*d, and enclose two receipt 
forms for signature. 

(f) Williams & Co. acknowledge receipt of the money on the 10th 
August. 

{(i) The National Bank sends I{ W Hall on the 12th August the 
receipt of Williams & Co 

Draft these letters -- 

3. Write a letter from Brown ^ Co , to J Williams, (ilasgow, apolo- 
gising for delay in .settlement of account, and enclosing iluapie for £50 
drawn on the Commercial Banking ('o. 

4. Wnte a letter from Lloyd’s Bank to Brown & Co,, Manchester, 
stating that the cheque for £50 has been returned to them dishonoured, 
marked R/D. Dishonoured cheque enclosed 

5. Draft a letter from J. Williams, (ilasgow, to Brown Sc (io , stating 
the fact mentioned in No. 4, and asking tor an explanation. 

6. Write a letter from Brown & (io to J. Williams, regretting the 
incident, and requesting that the cheipic be again pre.sented, when it 
will be duly met. 

7. Enumerate the chief forms of remittance in use by a trader in the 
settlement of his accounts. 



CHAPTER II 

Transactions in Bills of Exchange 

Letters of this kind refer to the collection of bills of exchange, 
the discounting of acceptances, the purchases and sale of foreign 
bills, advices of drafts, the presentation of bills for acceptance, 
lodgment of bills, noting and protesting dishonouied bills, obtaining 
regress, etc. It is here presumed that the student has a knowledge 
of the law concerning bills of exchange. 

Letters accompanying remittances of bills usually contain— 

(1) Intimation that a remittance is being made ; 

(2) Statement of the amount and the date of maturity of the 
bill ; further, the name of the drawee, in the case of a local draft, 
and the name of the place where the bill is payable in other 
cases. 

(3) Statement as to the purpose of the remittance such as the 
payment of a debt. 

(4) Request for an acknowledgment of receipt. 

In case of refusal to accept a draft, the person to whom it was sent 
for presentation for acceptance has usually to have the bill noted 
or protested by a notary public, and then return the dishonoured 
draft to the person for whom he is acting. 

To ensure the honouring of a bill of exchange, the words “ in 
case of need " are sometimes written on the face of the bill by the 
drawer or one of the endorsers. Reference is made to the name 
and address of a person or firm residing at the place of payment 
of bill who is prepared to intervene, i.e., to accept or pay the 
bill in case of non-acceptance or non-payment by the drawee. The 
4 )arty thus called upon to intervene if necessary, the addressee 
“ in case of need," is said to accept or pay " for the honour " of the 
drawer or endorser, or to honour the bill "under protest” or 
" supra protest,” 


m 
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The correspondence arising out of the addition of an addressee 
“ in case of need “ consists of the following letters— 

(1) Letter asking permission from the addressee to use his name 
as a reference " in case of need." 

(2) The addressee’s reply. 

(3) Letters advising the addressee without delay whenever his 
name has been thus used. 

(4) The addressee’s reply acknowledging receipt of advice, and, 
as a rule, promising his intervention if required. 

Of these letters the first two are necessary only when permission 
has not previously been obtained to use the addressee's name when 
desired. The third must contain a full description of the bill as 
well as instructions as to the manner in which the addressee is to 
reimburse himself for his intervention. 


EXAMPLE 124-ADVirE OF BILLS DRAWN 


Tikenuni: **DeiiKii.” 

Tvkpboaa: 880. 

W. DRAKE & SONS, 
Cotton Lace Manufacturers 


High SUeet, 

Nottingham. 

ist Oct., 19., 


Messrs. Thompson & Sons, 

► Crewe. 

Dear Sirs, 

According to our agreement we beg to advise you that we 
have drawn upon you for— 

jji65 order our own, per 31st October, 
to settle the amount of our invoice of the 28th July list. 
Requesting you to take up our draft on presentation, 

We are, 

Yours faithfully, 

W, Drake & Sons. 
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EXAMPLE 125-ADVICE OF A DBAFT FOB ACCOUNT OF A 
THIBD FABTY 


London. 

1st Dec., 19 . . 


Messrs. D. Halliwell & Sons, 

Manchester. 

Dear Sirs, 

We have the honour to advise you that we have taken the 
liberty of instructing the National Bank of Salford to draw on 
you for our account for 

£326 15s. per 28th Feb. next, 

the amount due to us, and request you to have the kindness 
to honour the draft to our debit. 

We beg to remain, dear Sirs, 

Yours faithfully, 

Thomas Simpson & Co. 

(Sc; No. IU«) 


EXAMPLE 126-DRAWER OF BILL ADVISED BY THE ABOVE 
LETTER WRITES TO DRAWEE 

(S«T No. I2.S) 

Salford. 

3rd Dec., 19 . . 


Messrs. D. Halliwell & Sons, 

Manchester. 

Dear Sirs, 

By order of Messrs. Thomas Simpson & Co., of London, we 
have this day drawn on you for— 

* i326 15s., per 28th February, 

and request you to accord our draft due protection when 
present^ to the debit of our correspondent. 

Yours truly, 

The National Bank of Salford. 
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EXAMPLE 127-ENCLOSlNO BILL FOR ACCEPTANCE 

Maidstone. 

7th May, 19 . . 

Messrs. J. Sykes & Co., 

Le^s. 

Dear Sirs, 

Referring to my letter of the 26th April, I beg to advise you 
that I have drawn on you for the amount of my invoice in a 
draft for— 

£66 I os. to my order at 3 months’ date. 

I enclose the bill herewith and request you to accept the 
same and return it at your earliest convenience. 

You will find under same cover my latest price-list, and 
I trust to be favoured with your orders when you are in the 
market. 

Yours faithfully, 

John Simons. 

EXAMPLE 128-I)IREtT APPLK'ATION FOR AtCEPTANCE 

Bristol. 

17th Mar., 19 . . 

Mr. Thomas Makin, 

Huddersfield. 

Dear Sir, 

In accordance with your wish we have drawn on you this day 
for— 

^150 to our order, per i6th June. 

We are enclosing draft, which you will please furnish with 
your acceptance and return. 

Yours faithfully, 

J. R. Russell & Co. 

(St-c .Nu 130) 


EXABiPLE 129-PROCURlNO ACCEPTANCE THROUGH A BANKER 

Hull. 

2nd April, . . 

The South Coast Bank, Ltd., 

Dover. 

Gentlemen, 

We should be obliged by your procuring acceptance of the 
enclosed draft, value {87, per ist June, on T. Green, of your 
place. 
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In case drawee refuse protection, kindly have the bill protested 
for non-acc^tance, and return together with protest and your 
charges, which we will settle imm^iately. 

We are, 

Yours faithfully, 

Harold Nash & Son. 


EXAMPLE ISO-IULL ACCEPTED AND RETURNED TO DRAWER 

(S(T No, 128) 


Messrs. J. R. Russell & Co., 
Bristol. 


Huddersfield. 

19th Mar., 19 . . 


Dear Sirs, 

I am in receipt of your letter of the 17th inst., with draft for— 
£150 to your order, per i6th June, 
which 1 have duly accepted, and return herewith. 

I am. 

Yours faithfully, 

Thomas Makin. 


EXAMPLE 131-ACCEPTANCE REFUSED 

(See No. 128.) 


Messrs. J. R. Russell & Co., 
Bristol. 


Huddersfield. 

19th Mar., 19 . . 


Dear Sirs, 

I have received your letter of the 17th inst., enclosing draft 
value— 

£150 per i6th June 

for ^y acceptance. To my regret I cannot accept for the time 
stated, as I have other heavy claims to meet by that date. 
However, if you will make the bill payable a month later, I shall 
be happy to accept it. 

Trusting you will accommodate me in this matter, 1 return 
your draft herewith,. and remain, 

Yours faithfully, 

Thomas Makiiu 
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EXAMPLE 112-ASKINO FOR THE USE OF FIRM NAME IN 
CASE OF NEED 


Manchester. 

1 St April, 19 . . 


Messrs. Dean |& Dawson, 

Liverpool. 

Dear Sirs, 

We are taking the liberty of inquiring whether you would 
permit us to mention your house in case of need on our bill for— 

£6g los. 8 d. per 4 th May, on T. Brown & Co,, 

Ltd., Liverpool. 

Should your intervention be necessary, we would 
immediately provide you with security. 

Always ready to reciprocate, 

We remain, 

Yours faithfully, 

James Gorvin & Co, 

(Sir Nil ir<) 


EXAMPLE 133- REPLY 


Liverpool. 

4 th April, 19 . . 


Messrs. James Gorvin & Co., 

Manchester. 

Dear Sirs, 

In response to your letter of the ist April, we are quite willing 
to allow you to name us on your draft for— 

£6g los. 8 d. per 4 th May, on T. Brown & Co., Ltd., 
of this town, in case of need. 

Should the necessity arise, we shall protect the draft for 
your account. 


Yours faithfully. 

Dean ft Dawson. 
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EXAMPLE 184 ~ASKINO FOB PERMISSION TO DOMICILIATE 
BILLS AT A BANK 


Nottingham. 

25th April, 19.. 


The British Banking Association, Ltd., 
Birmingham. 


Dear Sirs, 

We beg to inquire whether you would allow us to domiciliate 
our drafts at your Bank, and, if so, on what terms. 

It would be a question of an annual turnover of some f6,ooo. 
The separate drafts drawn on us are always for considerable 
sums, very rarely below ^Jioo and never under £50. 

We should always provide you with security some days before 
maturity. 

Awaiting your reply, 

We remain, 

Yours faithfully, 

Thomas Greenfield & Co. 

(Sco No 13.S) 


EXAMPLE 185-REPLY 

(See No. 1.34 ) 


Birmingham. 

17th April, 29 . . 


Messrs. Thomas Greenfield & Co., 
Nottingham. 


Dear Sirs, 

In reply to your letter of the 15th inst., we beg to inform you 
that we are willing to allow you to make your drafts payable 
at our Bank. 

For an annual turnover of £6,000 promised us, payable in 
sums of not less than £50, we should charge you only 1% 
commission, your discharged drafts being returned post free. 

Trusting that these favourable terms will prove acceptable, 
and awaiting your reply, 

We remain, 

Yours faithfully. 

The British Banking Association, Ltd. 

(S« N(v. 136.) 
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EXAMPLE IN-ASSENTING TO’ TERMS AND ADVISING BILLS 

(See No. 135.) 

Nottingham. 

30 th April, tp . . 

The British Banking Association, Ltd., 

Birmingham. 

Dear Sirs, 

In response to your letter dated zyth April, we beg to express 
our agreement with the terms laid down by you, and, at the same 
time, to advise you that we have domiciliated the following 
drafts at your Bank— 

f75, 1st June, by Thompson & Co., Leeds ; 

■J216, 15th June, by J. Bridge, Bolton ; 

£300, 1st July, by John Burns, Shrewsbury ; 
for which we shall provide security in due course. 

Our drafts are drawn regularly on the ist and 15th of the 
month, and should it happen that, now and then, a small bill 
between ^50 and £100 mature without your being covered, 
it would be agreeable to us if you would discharge it, allowing 
us to meet payment for same— with interest of course— on 
the next amounts becoming due. 

Yours faithfully, 

Thomas Greenfield & Co. 

(Sre No. 1.17 ) 

EXAMPLE 187-ENCLOSING REMITTANCE 

Nottingham. 

38 th May, 19 . . 

The British Banking Association, Ltd., 

Birmingham. 

Dear Sirs, 

We beg to remit you herewith £ys is. 6d. as per statement 
below, to discharge our domicile drawn by Thompson & Co,, 
Leeds, value £7$ and your commission 1% ; total £7$ is* 

We are, 

Yours faithfully, 

Thomas Greenfield & Co. 

Statement £ s. d. 

. 60 - - 

. 15 - - 

z 6 

i 7 S J 6 


6 £10 Notes 
3 £s Notes 
Stamps 


istt Ho. m) 
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EXAMPLE 188-BEPLY 

(See No. 137.) 


Birmingham. 

3 rd June, ^ 19 . . 

Messrs. Thomas Greenfield & Co., 

Nottingham. 

Dear Sirs, 

We duly received your letter of the 27th ult., containing 
notes and stamps to the value of— 

i75 IS. 6d. 

Per contra we have discharged your acceptance £ s. d. 
drawn by Thompson & Co., Leeds, for . 75 - - 
and have booked for our commission at 1% 16 

i 7 S I 6 


We beg to hand you the draft herewith, and shall in future 
be willing to take up your bills, value up to £100, without pre- 
vious security. You will then please send your payments 
with the next amounts becoming due. 

Yours faithfully. 

The British Banking Association, Ltd, 


EXAMPLE 139-FOREION BILL FOB SALE 


Messrs. Anstice & Co., 
London. 


Southampton. 

2nd July, 29 . 


Gentlemen, 

Enclosed we beg to hand you a Foreign Bill value 
Frcs. 16,000 at 60 d/s on Paris. 

Kindly convert same at the most favourable rate of exchange, 
and hold the proceeds at our disposal. 

Looking forward to your account hereof, 

We are, 

Yours faithfully, 

John Triebel & Sons. 


(S«e Na 14a) 
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EXAMPLE IIO-REPLY 

(See No. I».) 


Messrs. John Triebcl & Sons, 
Southampton. 


London. 

■4th July, 19.. 


Dear Sirs, 

Your letter of the 2nd inst., covering Foreign Bill for 
Frcs. 16,000 at 60 d/s on Paris, 

came duly to hand. We have realized at the rate of Exchange 
of frs. 25.15 with interest at 4J per cent. You have therefore 
been credited with £ 6 og 9s. id., which amount, agreeably to 
your orders, we are holding at your disposal. 

We beg to annex latest Exchange-list, and trust soon to 
receive your further commands. 

Yours faithfully, 

John Anstice & Co. 


EXAMPLE 141 -DOCUMENTARY DRAFT SENT 


The Manager, 

East Indian Bank, 
Calcutta. 

Dear Sir, 


50 Leadenhall Street, 

London, E.C. 

3rd July, 19 . . 


Re Documents of 50 Cases Wine shipped to Messrs. 
Lincoln Bros., Calcutta, per s.s. “ Majestic.” 

Herewith I beg to hand you draft for £138 at 90 d/s on 
Calcutta (second to follow), together with Documents of a 
consignment 

L.B. # 2024/73, 50 Cases Wine, 

shipped from London on the 2nd inst., per s.s. “ Majestic ' ’ 
of the P. & 0 . Line. 

Have the kindness to hand the documents attached to this 
draft to the Drawees, Messrs. Lincoln Bros., after same has 
been accepted. Please remit me the amount of the draft less 
your charges per cheque payable in London. 

Yours faithfully, 

Leonard BoxalL 
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EXAMPLE 142-INQUIRY CONCERNING PROTEST FOR 
NON-ACCEPTANCE 


Sunderland. 

7 th July, 19 . . 

Messrs. V. E. Collinge & Co., 

Preston. 

Dear Sirs, 

Your draft for £133 i6s. per ist September on R. Hooson, 
of this town, was presented by us for acceptance, which, however, 
was refused by the drawee without any reason being given. 

We now beg to inquire whether you wish us to protest the 
bill for non-acceptance, or whether you have special instructions 
for us in the matter. 

Looking forward to your reply. 

We remain, 

Yours faithfully, 

The National Bank of Commerce. 

(SCO No I4.'J) 

EXAMPLE 143-REQUEST TO DRAWER TO ACCEPT BILL 
ON SECOND PRESENTATION 

(Sor No 14?) 

Preston. 

8 th July, 19 . . 

Mr. R. Hooson, 

Sunderland. 

Dear Sir, 

We wrote you on the 4th inst., advising you that we had 
drawn on you in a bill for ^133 i6s. per ist September, to the 
order of the National Bank of Commerce. 

The Bankers have just informed us that you refuse to accept 
our draft, and do not even give a reason. We wrote you on 
the 25th June, informing you that we should draw on you per 
1st Sept, for the amount of our account, if we heard nothing 
from you within a week. You returned no reply, and therefore 
we fail to understand why you refuse acceptance of our draft. 
Had you preferred some other mode of settlement, or were the 
due date inconvenient, you ought to have written us to this 
effect. 

We have instructed the bankers to present the draft once 
more, and trust that you will this time afford the same due 
protection, failing which we may surely ejcpect you will let us 
have a cash settlement, or, at least, state the reason of your 
refusal. 

Yours faithfully, 

V. £. Collinge & Co. 


(S«e Na 144.) 
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KXABfPLE 144-REPLY 

(See No. 143.) 


The National Bank of Commerce, 
Sunderland. 


Preston. 

loth July, 19 . . 


Dear Sirs, 

We are in possession of your letter of the 7th July, and beg 
to thank you for the information contained therein. We cannot 
account for Mr. R. Hooson’s refusing to accept our draft, 
which was duly advised. You would oblige us by presenting 
the bill a second time, and should protection be refused, you 
will please not have same protested, but return it to us. 

Yours faithfully, 

V. E. Collinge & Co. 

(Sf. N- 14S) 


EXAMPLE 145-^BILL FINALLY AITEI^TEP 

is<(' N’.. 144 ) 


Messrs. V. E. Collinge & Co., 
Preston. 


Sunderland. 

12th July, 19 . . 


Dear Sirs, 

Replying to your letter of the loth inst., we are now in a 
position to inform you that the drawee, Mr. R. Hooson, has 
accepted your draft for ^133 i6s. per ist Sept, on this town. 

Yours faithfully, 

The National Bank of Commerce. 


EXAMPLE I46-RE(|1:E.ST TO HAVE HILL RENEWED 

Cardiff. 

Mr. James Taylor, 15th June, 19.. 

Bristol. 

Dear Sir, 

Your draft for £78 i6s., due 15th June on T. Williams & Co., 
of this town, has not been taken up by the Drawee, who desires 
to have it renewed until ist August. We beg herewith to 
inquire whether you are willing to grant him the renewal, 
or whether we shall get the bill protested. 

Awaiting your reply by return. 

We remain. 

Yours faithfully, 

per pro. The Midland Banking Co., 
John Brown, 

Cashier. 


(See No. 147.) 
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EXAMPLE 147-RENEWAL GRANTED 

(Sfe Nij. 146.) 


Bristol. 

i 6 th June, 19 . . 


The Midland Banking Co., 
Cardiff. 


Dear Sirs, 

I note from your letter of yesterday’s date that the drawee 
of my bill value £78 i6s., per 15th June, desires to renew the 
draft until ist August. I agree to grant him a renewal until 
the time stated, and enclose herewith the renewed bill. 

Yours truly, 

James Taylor. 


EX\MPLE MS PROTEST FOR NON-PAYMENT 

Leeds. 

2nd May, 19 . . 


Messrs. J. Stitson & Co., 

Birmingham. 

Dear Sirs, 

We have to inform you that the bill for £74 12s. per ist May 
on J. Thompson & Co., of this City, handed us for collection 
on the i6th ult., has been protested for non-payment. We are 
enclosing draft and protest herewith for our discharge. 

The charges afhount, as per statement below, to 12s., which 
please remit by return. 

Yours faithfully. 

The Leeds Banking Co., Ltd. 


Note of Charges for £74 12s. per ist May on this town— 

s. d. 

Notarial Charges .76 

i per cent. Commission . -39 

Postages, etc 9 

12 - 
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TEST PAPER XXII 

Draft the following correspondence — 

1. On the 16th May, H. (fillibrand, of Bolton, sends to (he Provincial 
Bank of Bolton a bill of exchange for fl'H) due 20th May, with a 
request for them to present the same for payment and remit the 
amount after deduction of the expenses. 

2. On the 24th September, Peter Atherton, of Wigan, advises Alfred 
(iee of his draft for ;^1,260 for 24th November to the order of Matthews 
& Co. 

[h) On the 25th September, Alfred (ice replies and debits Peter 
Atherton per 24th November. 

3. On the 5tli May, William Fielding, of Wakefield, draws a bill for 
/2fi0 at two months to the order of himself, and for /540 per end of 
July to the order of John Archer on the National Bank, and advises 
the bank thereejf. 

4. A sends to B four bills payable by persons residing in It’s district, 
asking him to have them accepted and return them. Dr.ilt the letter 
as it would appear in practice. 

5. B returns three bills, duly accepted, and keejis one back, .stating 
that acceptance has been refused in default of advn e. 

6. John Strong of Cardilt takes the liberty ol writing the name of 
Penny & Co , London, as " (‘-ase of need ” on a bill of exiliange for 
/78 draw'll by T Walsh, Swan.sea, on W. Tujijier, London, and endorsed 
by him, to Mr. John Black, Leeds. The bill will be due on the 2nd 
prox. He requests the favour of intervention in case of non-payment 
at maturity. 

7. Penny & Co. take note of (ontents and aie piejiaied to intervene 
for the honour of John Strong 




CHAPTER III 

Dbalinos in Siocks and Shares 

Among the many transactions occnrrinf; under this heading may 
be briefly nn'iitioned the following— 

1. Tlie purchase and sale of stocks and shares. 

2. 'Die receipt of dividend w'arrants and interest coupons. 

The collection of foieign coupons. 

4. The receij)t of applications for shares or debentures. 

5. Advancing loans against stocks and shares. 

6. The receipt of stocks and shares for safe kee])ing. 

For a more detailed triMtment of tin* method of d(‘alirg in stocks 
and shares, the student is referred to the companion volume on 
the Principles, uml Prnilkc oj Commerce. 


i:X.\Ml‘LK 149 IN(p mV RK PRK’K OP STOCK 

Portsmouth. 

29th April, 19 . . 


Messrs. Russell & Co., 

London. 

Dear Sirs, 

Having the intention of investing £1,000 in French Gold 
Rente, I shall be glad if you will inform me at what price you 
could purchase this Stock for me at the present moment in 
London. 

I am, 

Yours faithfully, 

John Nelson. 


(See No. 150.) 

18 A 
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EXAMPIE 160-QUOTLN6 PRICE 

(Sec No. 149.) 

London. 

. 30th April, 19 . . 

John Nelson, Esq., 

Portsmouth. 

Dear Sir, 

In reply to your esteemed inquiry of the 29th inst., we beg 
to inform you that we can supply you with French Gold Rente 
at the rate of 96 clear of charge. 

We enclose latest exchange quotations, and look forward to 
the receipt of your orders. 

Yours faithfully, 

Henry Russell & Co. 

(S.r No 151 ) 


EXAMPLE ISI-INSTRIICTIO.NS TO KEY STOCK 

(Sre .\o 15()) 


Portsmouth. 


Messrs. Russell & Co., 
London. 


1st May, 19 . . 


Dear Sirs, 

Acting on your information of the 30th April, I beg to hand 
you enclosed 1,000 in 10 Notes of ;tioo each in return for 
which I request you to buy and send me Frs. 25,000 French 
Gold Rente at the price of 96. 

Kindly credit me with the cash balance in account current 
and oblige. 

Yours truly, 

John Nelson. 

(S,f No. 152) 


EXA3IPLE 152-ORDER EFFECTED 

(Si-v So 151 ) 

London. 

snd May, 19 . . 

John Nelson, Esq., 

Portsmouth. 

Dear Sir, 

Your cash remittance of ;Ci,ooo of the ist inst. came duly 
to hand and per contra we have purchased 

Frs. 25,000 French Gold Rente, 

which we send you enclosed. As per annexed account you 
handed us £ 1 ^ 000 . The Stock cost ;(999 x6s. 4d., thus leaving 
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a balance of 3s. 8d., which we have passed to your credit in 
account current. 

Trusting you will avail yourself of our services on future 
occasions, 

We remain, 

Yours faithfully, 

Henry Russell & Co. 

EXAMPLE 163-INSTRUCriONS TO SELL SHARES 
Worsicy, 

near Manchester. 

i 8 th June, 19 . . 

Messrs. S. Berry Bros., 

Manchester. 

Dear Sirs, 

I beg to hand you herewith ^300 in Manchester Corporation 
Tramway Shares, which you will please sell to best advantage, 
but not under the price of 94, holding the proceeds at my disposal. 
Awaiting your reply, 

I remain. 

Yours faithfully, 

Edwin Timperlake. 

(S<y No. 1.54) 


EXAMPLE 164-ADVICE OF SALE 

(See No. IW) 

Manchester. 


Edwin Timperlake, Esq., 
Worsley. 


2 ist June, 19 . . 


Dear Sir, 

We received your letter of the i8th inst., enclosing £300, 
in Manchester Corporation Tramway Shares, which we have 
sold at 94i clear of charges, and have credited you with £ 2^3 
los., concerning the disposal of which we are awaiting your 
orders. 

In case you desire to re-invest your money in shares, we can 
recommend the North Eastern, with price steadily rising, as a 
safe investment. 

Enclosing latest quotations. 


We remain. 

Yours faithfully, 

S. Berry Bros» 


Enclos. 
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EXAMPLE lS6-INSTRUCriONS TO PROCURE COUPON SHEETS 

London. 

35th Jan., 19 . . 


Messrs. Leon Ostroski & Co., 
Petrograd. 


Dear Sirs, 

As per enclosed list I beg leave to hand you 5 certificates of 
renewal for the 4J per cent. Russian Imperial Loan at R. 1000 
and request you to procure the new coupon sheets. 

You will also find annexed, as per list, 16 different coupons 
of the total value of R. 587.50, with which please credit my 
account and oblige. 

Yours faithfully, 

Leonard Garner 

(S'fN) 156) 


EXAMPLE 15 «-REPLY 

(SeN. 155) 

Petrograd. 

29th Jan., 19 . . 


Leonard Garner, Esq., 
London. 


Dear Sir, 

We received your letter dated 25th January, enclosing 
5 certificates of renewal for the 4i per cent. Russian Imperial 
Loan at R. 1,000, and will procure you the new coupon sheets 
as early as possible. 

We have credited you with R. 587.50, the sum total of the 
16 different coupons received at the same time. 

Yours faithfully, 

Leon Ostroski k Co. 


ISHUIOt) 
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TEST PAPER XXIII 

Write the following letters— 

1. Richard Neill writes to a firm of Stock and Share Brokers for a 
prospectus of a new transport company which is about to be floated, 
and asks whether it would be possible for him to secure shares in this 
comjiany from them 

2. Jn reply to No I, the firm of brokers enclose prospectus of new 
company, and remark that as a great rush for these shares is most 
likely to occur, the higher the amount he applies for, the greater will 
be the likelihood of an allotment , finally they ask whether Neill would 
be inclined to invest to the extent of ^^d.OOO. 

3 Alfred Alexander hands his brokers an order to purchase for his 
account five hundred pounds’ worth of Victory Loan. The brokers 
inform their jinneijial that they have carried out the order, and request 
a chccpie m settlement. The Bought Note is enclosed, but the securities 
will be handed over in due course. 

4. Harry Dean instructs his .solicitors, Messrs Sydney Berry & Co., 
to have the ('onsols standing in his name transferred and registered in 
the name of his wife, buira Dean, and all dividend warrants pertaining 
thereto are in future to be sent to her address, Stockwell House, Lincoln 
Road, Harrogate. 




Accounts Current 

An Account Current is a statement giving the particulars of the 
transactions which have been carried on between two persons or 
firms for a certain definite period. The term is in gc'ueral applied 
to the copy of a personal account contained in the Ledger, sent to 
the person with whom the account is running, showing the exact 
state of the account between the parties. All the items of the 
account, together with the respective interest charges are stated 
in detail. 

The correspondence arising out of the pre})aralion of Accounts 
Current consists usually of the letter accon\panying the Account 
Current and the reply thereto. The covering letter must ctmtain— 

(1) Reference to the enclosed statement of account ; 

(2) Mention of the date to which the a('count is made up ; 

(3) Mention of the balance, i.c., of the amount owing by or to the 
addressee ; 

(4) The request to check the account and to rt‘))ort whether it 
is found to be correct. 

The letter concludes with a polite salutation, which may be 
preceded by an offer of further services, thanks for past favours, or, 
if necessary, a request for a remittance. 

The reply of the party to whom the Ac(<junt Current is sent 
depends upon whether he finds the account coirett or incorrect. 
In the former case he confirms its correctness and advises his corre- 
spondent that he has accordingly carried forward the balance to the 
new account ; in the latter case he gives details of the errors he 
has discovered, and asks the correspondent to make the necessary 
corrections in his books and to alter accordingly the balance carried 
forward. 

Account Current transactions are based upon agreements, the 
close observance of which will obviate any differences. To those 
customers with whom they have a large turnover, some banks 
send a statement of their Account Current at frequent intervals 
185 
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{i.c., monthlv, or <*vcn fortnightly), in order that any mistakes 
might be discovered at an early date. 

The checking of an Account Current should include a comparison 
of the amounts, the due dates, the interest charged, and any 
discrepancies must be cleared up as soon as possible. 


EXAMPLE 157 INQI FKY RE OPENING OF AN ACCOUNT CURRENT 

Southampton. 

22nd June, 19 . . 


Messrs. Yeaxley & Co., 

London. 

Gentlemen, 

Already, on several occasions, I have availed myself of your 
services for the purchase of bills, and now beg to inquire whether 
you would be inclined to open an Account Current with me, 
granting me an open credit of ^875. I can promise you brisk 
business with a large turnover. 

If, after making inquiries concerning me, you are prepared 
to accept my proposals, I should be pleased to be informed of 
your conditions. 

I beg to call your attention to the references given below, 
and await the receipt of your reply. 

I am, 

Yours faithfully, 

Strachan Holme. 


References— 

A. Williams & Son, 

York Street, Bristol. 

John Malpas, 

High Street, Portsmouth. 

Wm. Browning, 

London Road, Southampton. 

(See Na 158.) 
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EXAMPLE 168-PA VOURABLE REPLY 

(See No. 1.57 ) 


Strachan Holme, Esq., 
Southampton. 


London. 

28th June, 19 . , 


Dear Sir, * 

We beg to acknowledge receipt of your favour of the 22nd 
inst,, and to say that we shall be happy to number you among 
our clients by opening you an Account Current and according 
the Open Credit demanded. 

Our conditions of business on an Account Current basis are— 

S % interest on our advances, and 

4 % interest on your account ; 

^ % Commission ; 

I Brokerage ; 

Reimbursement of outlay for stamps and postage. 

Should you approve of these conditions, we shall be glad to 
commence business with you. 

We are, 

Yours faithfully, 

Thos. Yeaxley & Co. 

(St. No 159) 


EXAMPLE 16 »-CO?imTIOXS ACCEPTED 

(Sw No. LS8) 


Messrs. Thos. Yeaxley & Co., 
London. 


Southampton. 

ist July, 19 . . 


Dear Sirs, 

I beg to tender my best thanks for the confidence evinced 
towards me by your letter of the 28th ult., and am ready to 
agree to the conditions laid down therein. 

It is my intention to begin operations in a few days and, in 
the anticipation that our connection will prove of long duration 
and to our mutual advantage, 

I remain, 

Youff very truly, 
Strachan Holme. 


(See No. 180.) 
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EXAMPLE IW^SENDINfl AND DRAWING OF BILLS IN 
ACCOUNT-CURRENT 


(Stc No. 159.) 


Southampton. 

4th July, 19 . . 


Messrs. Thos. Yeaxley & Co., 
London. 


Dear Sirs, 

Referring to my letter of the ist inst., I beg to hand you 
annexed a draft for 

£31 i8s., per 1st August, on Birmingham, 
which amount you will please collect. 

I likewise request you to draw on my account for 3^18 17s. 
lod. 30 d/s on William Yates, London, and pass net proceeds 
to my credit. 

Furthermore, I take the liberty of drawing on you as under— 

3J175 on T. Sykes at 3 months ; 

£40 on W. Lapthorn & Sons, at 4 months ; 

£25 on D. Wordall, at sight ; 

£240, which you will kindly take up at maturity. 

m m Ti-iii 

I am, 

Yours faithfully, 

Strachan Holme. 

(Vc No 161.) 


EXAMPLE 161 - ENCLOSING STATEMENT OF ACCOUNT 


(See No. 160) 


London. 


Mr. Strachan Holme, 
Southampton. 


4th August, 19 . . 


Dear Sir, 

Herewith we beg to hand you a Statement of your account 
up to the 31st July, showing a balance in your favour of £389 7s. 

Have the kindness to examine same and to advise us if found 
correct. 

Annexing the latest Exchange list, 

We remain, 

Yours very truly, 

Thos. Yeaxley & Co. 

(See No. ie2.) 
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EXAMPIE 182-STATEMENT FOIND CORRECT 

(See No. 161 .) 


Messrs. Yeaxley & Co., 
London. 


Southampton, 

5th Aug., 19 . . 


Dear Sirs, 

I received your favour of the 4th inst., enclosing a Statement 
of my account up to the 31st July, showing a balance of ^389 7s. 
in my favour. I have examin^ same and found it correct. 

I am, 

Yours faithfully, 

Strachan Holme. 

(See No 16.1) 


EXAMPLE J63-STATEMENT NOT IN ORDER 


(.See No. 1 62) 


Messrs. Yeaxley & Co., 
London. 


Southampton. 

5 th Aug., 19 . . 


Dear Sirs, 

On examining the statement of my account handed me by 
your letter of the 4th Aug., I find that a small error has crept in. 

I wrote you on the 14th July enclosing various coupons to 
the value of ig i6s., which amount you have failed to credit 
me with, although I received confirmation of receipt of same 
by yours of the 17th July. 

I therefore beg to return you the statement herewith, 
requesting you to have same rectified. 

Yours faithfully, 

Strachan Holme. 

{Sv No 164 ) 


EXAMPLE IM- REPLY 

(See No. 163 ) 

Enclos. London. 

7th Aug., 19 . . 

Mr. Strachan Holme, 

Southampton. 

Dear Sir, 

I find that your statement of the 5th August, regarding the 
non-entry in our Extract of your Account of ig 16s,, remitted 
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US in various coupons on the 14th July, is correct. We have 
accordingly added this amount to your credit, and our Statement, 
which we return enclosed, now shows a balance of £399 3s. in 
your favour up to the 31st July. 

Please accept our apologies for this oversight and oblige, 

Yours faithfully, 

Thos. Yeaxley & Co. 

(Sif No. 16S.) 


EXAMPLE 165-RATE OP 

(See No. 


INTEREST INCREASED 


164) 


London. 


Mr. Strachan Holme, 
Southampton. 


2ist Sept., 19 . . 


Dear Sir, 

The Rate of Interest having advanced in consequence of the 
steadily increasing scarcity of money, we shall likewise be 
obliged from the ist June to raise our interest from 5 per cent, 
to Sj per cent, for business operations in Account Current. 

Should these terms not suit your convenience, it is at your 
option to withdraw your account with us at the end of this 
month. 

We are. 

Yours faithfully, 

Thos. Yeaxley & Co. 

(S<h; No. 165 ) 


EXAMPLE 186-CREDIT WITHDRAT^N 


Mr. Strachan Holme, 
Southampton. 


London. 

i 6 th Nov., 19 . . 


Dear Sir, 

Seeing that you have had no dealings with us for the last 
6 months, we are obliged to withdraw the credit accorded you, 
and request a settlement of our account at an early date. 

We are. 

Yours faithfullyi 

Thos. Yeaxley & Co. 
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TEST PAPER XXIV 

1. What is an Account Current ? 

2. Mr. Fred Fairbank acknowledges the receipt, by this day's post, 
of his Account Current to 3()th June, 19. . As he finds it correct, he 
sends Messrs. Clapham, Morns & Co. a bill on the National Hank for 
the amount of ^'115 Tis He begs them to acknowledge receipt. 
Draft the letters. 

3. Mr Ceorge Crecnfield, of Ealing, asks Messrs Jones & (!o , of 
I.ondun, to send him an abstract of Ins Account Current up to and 
including 25th December, as he wishes to balance his books to that 
date. Write the letter 

-1 Write a letter saying that you are in receipt of Messrs Jones & 
Co 's letter enclosing Account Current. Voii find mistakes m two 
items The dillcicncc is /(> 5s in your favour Tell them that you 
have drawn on them for the amount (£71 15s) at one month’s date, of 
which they will be good enough to take note. 

5 Imagine you are a bank clerk Write a letter to the corre- 
spondents ()f your bank in Morocco, introducing a valued customer, 
who intends to stay there for some months, and who may decide to 
buy or build a villa in the neighbourhood 

d Write a letter to a customer of your bank regretting that his 
re(iuest for further accommodation cannot be granted The security 
consists of a mortgage of his shop premises, the freehold of which 
belongs to him, and an insurance policy on the borrower’s life, his 
age being 42 

7 A firm writes to a bank to complain of the unsatisfactory way in 
which their Pass Hook has been written up of late;, and to point out 
that their ines.senger, when sent for the book, is often kept waiting. 
Write a letter of apology on behalf of the bank, gi\ing present time 
reasons 

8. 'Ihc Mayc/r of the town keeps his private account with your 
branch bank, and is frecpiently overdrawn He also has a standing 
loan against security, which offers no margin for the overdraft Write 
to your (ieneral Manager, who has called attention to the matter, 
giving your reasons for recommending that the jnivilegc should not 
be withdrawn. 

9 Write a letter to the Head Office in explanation of a decrease of 
{3I),I)00 in the deposits of your branch banL 

10 Mr John Robson, a tradesman in a neighbouring village, keeps 
a small account with you, on which a credit balance of £'20 to £30 has 
been maintained, A cheque for £100, however, drawn on the account, 
was presented a few days ago through the Country Clearing, which, 
if paid, would have caused an overdraft of £70. You have no know- 
ledge of the means of John Robson, and no arrangement for an advance 
having been made, you returned it with the answer " Refer to Drawer." 
To-day you receive a letter from him expressing surprise at your 
action, and stating that he has banked with you for fifteen years, that 
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he owns property worth /l,000, that he has no debts, that he would 
have placed the account m credit within a week, and that he intends 
to close the account forthwith. Write the letters concerned. 

11. For varioiLS reasons you are justified in believing his statement 
as to means, and though he has been unreasonable, you wish to retain 
the account Write to him. 

12. A firm of house agents in Harrow have written to your bank 
calling attention to premi.ses in the town of which they have the 
disposal, and which they consider suitable for a branch bLk. They 

Your hTr 'I ^he place^ 

x! . ^ letter to the firm in 

your capacity as secretary of the bank. 



SECTION IV-TRANSPORT AND 
INSURANCE 


Introduction 

Up to the present, the reader has been dealing with the manner 
in which a business man buys and s(‘lls goods, and pa}'s for them 
in specie or in some other way provided by the banking and financial 
system. In the following chapters of this section, the student will 
study the manner in which goods are transported from the places 
of production into the great warehouses of the trader or into the 
diffi'rent localities of consumption. On land, goods are transported 
by rail or by road vehieles. On the water, they are sent sometimes 
on the sea in vessels, and at others on the rivers and canals in boats. 
In both cases, as soon as they cross the frontier of one State into 
another, or when they enter into ( (uisumption, they are subject to 
customs or revenue formalities. In the course of transit the goods 
arc liable to risks of accidents, invoking a pecuniary loss, against 
which the interested parties protect themselves by means of insur- 
ance, Finally, as the trader is unable to attend to the transport of 
the goods himself, he will probably avail himself of the services of 
a specialist {i.e., a forwarding agent). 

The most frequently used means of transport in th(‘sc days is the 
railway, which for long distances has almost entirely done away with 
the services of the ordinary road carrier, which were formerly so 
important. 

In large towns the transport of goods by carrier is known as 
cartage, and the majority of the vehicles are moved along by animal 
traction. Mechanical traction, however, is becoming more and 
more general every day, but is as yet used chiefly for motor vans 
and lorries. 


m 



CHAPTER 1 


Forwarding Goods by Rail 

A RAILWAY coinpaiiy is obliged to accept goods for delivery from 
and to all stations on its system provided that the consignor of the 
goods su])mits to the trai;sj)ort regulations, and on condition that 
the goods in (juestion are not prohibited by the regulations of the 
(‘omj)any, and that they are suitable for transport. A distinction 
is drawn betw’een — 

(a) Goods trafli('; 

(/;) Passenger tralhc; 

the rate's rharged for goods sent by the foinier method being much 
lower than in the case of the latter. 

MAKKING TIIK (iOOI)S.— F'a< h package should be so marked 
and numbered so as to distinguish it, and the place of destination 
should also be clearly stated thereon. This is especially important 
in regard to goods intended for shijunent abroad. Examples of 
such markings are— 

H Rx/-\/K 

and ^'V-^186 

London Calcutta 

F'rcquently the consignor’s initials arc selected for the marks, 
whilst the name of the place is that of destination. 

If it appears necessary that the packages should be handled 
carefully, they are usually marked — 

“ With Care,” 

” Breakable,” or 
” This Side Up,” 

THK CONvSKJNMKNT NOTH.— When goods are delivered to a 

railway company, they rerpiire a consignment note to be filled in 
and handed to the carter or other agent of the company. A copy 
of such a note is shown in Example 169. The consignment note 
forms the basis for the contract of carriage, which is considered 
as completed as soon as the goods, together with the consignment 
note, have been accepted by the station of departure. 
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The consignment note must contain — 

(!) The exact address of the consignee and the railway station 
to which the goods are to be sent. 

(2) The description of the goods, marks and numbers, quantity, 
nature of packing (i.e., whether in bales, casks, etc.), or the remark 
" not packed," contents and gross weight. 

(3) The place and date of dispatch. 

(4) The signature of the consignor. 

(5) A remark as to whether the charges have to be prepaid or 
charged forward. 

(6) In case of goods for shipment abroad, particulars as to where 
the customs formalities are to be performed. 

(7) A statement as to whether the goods have to be insured by 
the railway company or whether there is anything to be collected 
on delivery. 

LIABILITY OF THE RAILWAY COMPANY.-^The railway company 
is only liable for loss caus(‘d by the felonious acts of its servants, 
where such acts have occurred through the company’s negligence. 
However, the railway company not liable foi damage brought 
about through any fault of the consignor, nor for — 

(1) Acts of God (i.c., acts of nature of an extraordinary kind), 
e.g., lightning. 

(2) The King’s enemies (i.e., the naval or military forces of a 
State with which the country is at war). 

(3) Inherent vice of the goods, such as their natural deterioration, 
or bad packing. 

If defects are discerned by the consignee in the goods when 
delivered, he should immediately intimate the fact to the railway 
company. 

SENDING THE INVOICE WITH A COVERING LETTER.— The 

invoice, showing the charges made for freight l^y the railway com- 
pany, is usually sent through the post, and when the consignments 
are of considerable value there is generally sent with the invoice a 
letter containing the following points — 

(1) The manner in which the order has been given (i.e., whether 
by letter, telephone, or through a traveUer), 

(2) Expression of thanks for the order. 

(3) The amount of the invoice. 
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(4) A request for the amount to lie credited. 

(5) A recommendation for future occasions. 

Many railway companies have printed forms for the letters which 
accompany their invoice. 


EXAMPLE 167-ORDER FOR WIRE 
Rouen. 

20th April, 19 . . 

Messrs. Thompson ft Son, 

Halifax. / A 7.M f : 

Dear Sirs» , ; ^ 

I shall he glad if ypi; .will eacecute as early as possible the 
following order at our special prices, free shipping port. 

X 72. 70 kilograms of Iron angle wire No. 17. 

ff ff M >> M ^9* 

X 73. Black hardened and tempered steel card wire. 
Nos. 23, 24, and 29, about 125 kilograms each. 

X 74. 125 kilograms of j Bright hardened / No. 34. 

95 » M ( and tempered J „ 33. 

65 „ „ ) steel card wire ( ,, 35. 

The insurance is to be effected by you, but to our charge, 

casks to be marked as usual. 

Yours faithfully, 

Philippe Alexander. 

EXAMPLE 168 DELIVERY NOTE 


DELIVERY NOTE. 

30th April, 19.. 

No. 79. 

Messrs. Pickford ft Co. 

Please receive from Thomp- 
son ft Son in good order and 
condition the undermentioned 
goods, viz., 

3 Casks marked P.A, Rouen, 

72/74 

per Thompson ft Son, 
A. Parker. 


DELIVERY NOTE. 

30th April, 19.. 

No. 79. 

Messrs. Pickford ft Co. 

Received from Thompson 
ft Son in good order and 
condition, the undermentioned 
goods, viz., 

3 Casks marked P.A. Rouen, 

72/74 

Received by George Fletcher, 
Carman. 
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EXAMPLE 170~RAIIWAY ADVICE 

Great Northern Railway, 

Pomona Dock Station, 
Grimsby. 

3rd May, 19. . 


ADVICE OF GOODS 


Messrs. J. Williams & Co. 

The undermentioned goods, consigned to you, having arrived 
at this station, I shall be glad to have instructions as to their 
removal hence as soon as possible, as they remain here to your 
order, and failing immediate removal will be held by the Company 
not as carriers, but as warehousemen, subject to the usual 
warehouse or wharfage charges. 

The Directors require the carriage to be paid on delivery, 
unless the Consignee has a Ledger Account with the Company. 
Any objection as to weight or charges must be made within 
three days from the date of the delivery of this note. 

For the Great Northern Railway Company, 

(Signature) W, Clarke. 


Invoice 

No. 

From. 

1 

Thompson & Sen 


D«,cr<pti )ii 
of G.kk1«. 


Marks 

i 


». j Total 

( wi, (jr ll)> j to 


j P.A. 
3 Casks [Rouen 
Wire 1 72/74 


17/3/14 


fnis NOTICE MUST BE PRODUCED WHEN THE GOODS ARE 
APPLIED FOR. 
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EXAMPLE 171 ~ADVICE TO FORWARDING AGENT 


Halifax, 

30th April, 19.. 

Messrs. J. Williams & Co., 

Grimsby. 

Dear Sirs, 

We beg to advise having this day sent by the Great Northern 
Railway to your address, carriage paid, the goods specified below 
which please forward by next steamer available to Mr. Philippe 
Alexander, Rouen. 

We request you to effect insurance on the merchandise, the 
cost of which, as well as the freight, are to be debited to the 
account of consignee. 

We are. 

Yours faithfully, 

Thompson & Son. 


Mark. 

No of ' r . . 

1 Contents. 

Value. Net Weight. 


i 

1 S. (1. j 

P.A. 

72 Iron angle Wire 

11 1 0 1 195 kilogrammes 

Rouen 

1 

73 Steel Card Wire 

16 5 0 375 

i 

:.J 

20 19 7 285 

_ 1 


EXAMPLE 172 -ADVICE TO CUSTOMER 
Halifax. 

30th April, 19. . 

Mr. Philippe Alexander, 

Rouen. 

Dear Sir, 

We beg to advise you that we have consigned to-day to your 
address three casks x 72/74 free on board Grimsby. 

The insurance thereon will be effected by our shipping agents, 
Messrs. T. Williams Sc Co. 
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Wc enclose an invoice amounting to £45 los. 4d., for which 
amount we have drawn on you at sixty days’ date. 

Trusting the goods will arrive safely and soliciting your 
further favours, 

We remain, 

Yours faithfully, 

Thompson & Son. 

Enclosure— 

INVOICE 

Halifax 

30//i/l/>n/..-19... 

Mr. Philippe Alexander, Rouen 


Bought of Thompson & Son, Wire Manufacturers.^ 


Terms— 

■- 


* 

£] 

1 ' 

(1. ' 

P.A, \ 

72 

1 11 stone 1 lb. No. 17 Iron An^le at 6/9 

3 

1 14 1 

10 

Rouen 1 


!20 2 lb. „ 19 

„ 7/3 

7 

6 i 

2 


73 

1 20 stone No. 23 Steel Black at 

5/- 

5 

- 

- 



20 24 „ „ „ 

5/1 

5 

1 

8 



20 „ „ 29 „ .. 

6/2 

6 

3 

4 


74 

20 stone No. 34 Steel Bright at 

9/4 

9 

6 

8 


, 1 

15 „ „ 33 „ „ „ 

7/9 

5| 

16 : 

3 

i 


10 „ 35 „ „ 

11/8 

5 1 

---! 

8 


i 



j 

48 1 

5 

7 



Less 25% disc on x 72, £11 

Is. 

2| 

i 15 

3 

1 

i ! 

1 

1 



4‘5 



Ijl 

Ll 



: Insured by and forwarded 

to 1 






j Messrs. T. Williams & Co., 






1 Grimsby. 


i i 
( 

i 
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TEST PAPER XXV 

1. Draft a memo, from Thompson & Son, Halifax, to Philippe 
Alexander, Rouen, stating that they are in receipt of orders Nos. 72/74, 
which shall have their best attention. 

2. Wliat is the purpose of a consignment note ? 

3. State the liability of a railway company as a carrier. 

4. Alfred Draper, in Manchester, inquires of the Goods Manager of 
the L. & N.W. Railway, what would be the rate for forwarding three 
cases, each 7 cwt. each, to Dover. Draft the letter. 

5. A receives a damaged parcel by railway carrier, A writes to the 
railway company claiming an amount for damage. The company 
replies refusing to accept liability. A replies hinting at legal proceedings. 
The company replies offering smaller amount in settlement, which A 
accepts. Draft the letters. 



CHAPTER II 
Forwarding by Carrier 
The various kinds of carriers may be divided into — 

(1) Local carriers, whose business is to connect small villages 
with neighbouring towns. 

(2) Railway carriers who act as forw'arding agents to the different 
railway companies (e.g., Carter Paterson). 

(3) Special carriers, who restrict their operations to particular 
trades (c.g., fish, meat, etc.). 

LOt’Al TRAFFIC.— John Grocer covers his reejuirements of sugar 
locally, buying from A. Merchant ik Co. in Leadenhall Street. He 
gives his order either on the telephone or by means of a written 
Order Note as in E.xamplc 173. 

As Messrs. A. Merchant & Co. have a van of their ow’n, they deliver 
the goods themselves. When delivering the goods the carter brings 
with him an already fillcd-up I)eliv(‘ry Book, which is ruled as in 
Example 174. 

The counterfoil shown on the left should contain precisely the 
same particulars as the delivery note in regard to — 

(1) Marks and numbers; 

(2) Number of packages; 

(3) The nature of the packing; 

(4) Description of the goods; and 

(5) Weight. 

The delivery note is handed to the receiver of the goods, whilst 
the counterfoil is taken back by carter after the goods have been 
examined and signed for. This counterfoil serv'cs the seller as 
confirmation of the correct delivery of the go{jds. 

RAILWAY CARRIERS.— Messrs. A. Merchant & Co. use their own 
van only for the delivery of goods to local customers, and those 
residing in the immediate suburbs, but when consignments have to 
be made by rail they utilise the services of one of the railway 
carriers, such as Carter Paterson, Pickford, Sutton, etc. 
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THE DELIVERY SHEET.— The delivery sheet of the railway 
carrier must contain — 

(1) Place and date. 

(2) Name and address of the carrier. 

(3) The name of the sender. 

(4) The description of the goods— <>., marks and numbers. 

(5) The quantity, nature of packing, contents and weight. 

(6) Name and address of the consignee. 


EXAMPLE 173-ORDEB NOTE 


ORDER NO. 68. 


From 

John Grochr, 

South End Road, 
Hampstead. 


mh Jan., I9.„. 

To 

A. Merchant & Co., 
Lcadenhall Street, 
London, E.C. 


Below I beg to hand you an order to be executed in strict 
conformity with the particulars given, any deviation from 
which will be at your own risk, unless referred to and authorised 
by me. 

lOJ Cases Best Granulated Sugar, 

To he delivered within a week from date of order. 

John Grocer. 


EXAMPLE 174-DELlVERY BOOK 


No. X 187. 

Date_,lhA Jan,, 19 


No. X 187. 

A. Merchant & Co., 
Leadenhall Street, E.C. 


Rbcbivbd from 
Merchant & Co. the 
following goods, in good 
condition, viz. — 

10| Cases Best 
Granulated Sugar. 

(Signed) 

John Grocbr. 


..IHA Jan., 19... 

Mr. John Grocer, 

South End Road, 

Hampstead. 

Please receive herewith in good 
condition, the following— 

lOJ (iases of Best Granulated 
Sugar. 
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EXAMPLE 176-DELIVEBy SHEET 

Oxford Street, 

London, W. 

12th Jan., 19 . . 

THE LONDON PARCELS DELIVERY CO. 

No. Wherefrom. Consignee. ’Amount Receive in good 

to Pay. condition by — 


I 

Liverpool 

T. Brown 

'36 

W. Brown 

2 

York 

W. Jones & Son 

5 0 

A. Clarke 

3 

Leeds 

T. Benn Bros. 

; i 8 0 

W. Fitt 

j 

4 i 

City 

John Grocer 

Pai d 

John Grocer 


5 

6 

7 

8 

9 

10 
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TEST PAPER XXVI 

1. Make out in proper form an order note containing the following 
particulars — 

Sellers : Thomas Merchant Bros., 

Oxford Street, 

Manchester. 

Buyer : John Smallman, 

Manchester Road, 

Swinton. 

Date: 1st of June, 19. .. 

Order : 1 cwt. of Best Loaf Sugar @ 22/- per cwt. 

2. Enter up the Delivery Book of the Excelsior Linoleum Co., 
Tottenham Court Road, London, from the following particulars — 

Date : 8th June, 19. .. 

Buyer : Mrs. Harmer, 

i’arliament Hill Road, 

London, N. 

Order : 2 Skin Door Mats 4/9; 

1 Roll Linoleum, 20 yds , 1/2; 

3 Cocoanut Mats @ 2/9. 

3. Make out the Carter’s Delivery Sheet from the following 
particulars— 

Date : 3rd June, 19. 

Seller : The Crain Supply Co , 

Manchester. 

Buyer : John W. Cooke, 

Bolton Road, 

Walkden, near Manchester. 

Order : 2 cwt. Pearl Barley No. 0, (a) 42/-. 

2 cwt. of Indian Com, Qual. 3a, @ 25/-. 



CHAPTER III 

Shipping Business 

THE SELECTION OF THE VESSEL.— In selecting a vessel for the 
transport of goods by sea, its size and qualities have to be taken 
into consideration. If it is a question of the shipjnent of bulky 
goods or those of small value (raw cotton, saltpetre), sailing vessels 
arc sometimes utilised, since they offer cheap rates of freight and 
sufficient cargo capacity. For goods of small dimensions but of 
high value (c.g., tea, indigo), and for general merchandise, steamers 
are utilised. 

The size and nature of a vessel can be seen by consulting Lloyd’s 
Register of British Shipping, etc. The institutions engaged in the 
classification of ships have experts in almost every port, and on the 
basis of their examination and report, the annual shipping registers 
are issued. The most important of these institutions are the British 
Lloyd’s in London, and the Bureau Veritas in Paris. 

THE CHARTERING OF A VESSEL.— When ihartering a vessel or* 
a considerable portion of it, it is customary to address a written 
inquiry to the shipowner or to a ship-broker. In such a letter the 
following particulars should be given— 

(1) Size of the cargo. 

(2) Nature of the cargo. 

(3) Place of loading and place of dis<haige. 

(4) The time necessary for tluse operations, 

(5) Date when the ship must be ready to take in the cargo. 

The freight may be stipulated in a total sum as a charge for the 
use of the entire vc'sscl, or the charge may be made for a certain 
quantity of goods. When the contract has been effected the 
loading of the vessel may begin. 

THE LOADING OF THE VESSEL.— Where the entire vessel has 
been chartered the shipper has to give notice to the charterer when 
he is ready for taking in the cargo. On the day following this 
notice the period of loading begins, for which no special payment 
has to be made. For any lay days in excess of the stipulated period 
of loading, however, an extra charge is made which is known as 
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demurrage. The charterer has a iien on the goods for his freight 
and any other charges^ 

Where the vessel as a whole, or a considerable part thereof, has 
been chartered, the charterer can demand from the shipowner a 
written document of the contract known as the charter party. 

THE CHARTER PARTY.— This word conies from the Latin charta 
Parteta {i.e., divided paper), and derives its name from the old cus- 
tom of having several copies of the chartering contract on one sheet, 
these being subsequently cut apart from each other in such a manner 
that it could easily be proved whether they were bond fide copies. 

This procedure is still in use in England at the present time. 
The charter party, which is made out at least in duplicate, 
contains— 

(1) The name of the vessel. 

(2) Its registered tonnage. 

(3) The name of the charterer and the shipper. 

(4) The ports of loading and of discharge. 

(5) A list of the cargo, specifying the goods by number, weight 

and marks. 

(6) The freight agreed upon. 

(7) The time required for the voyage, lay days, etc. 

BILL OP LADING.— For small consignments of goods, the bill 
of lading is used as the contract of affreightment. After the goods 
have been loaded the shipper gives the sender of the goods, or the 
forwarding agent who represents him, a bill of lading. This contains 
the following particulars — 

(1) Name of the skipper. 

(2) Nationality of the vessel. 

(3) Name of the consignor. 

(4) Name of the consignee. 

(5) Port of loading. 

(6) Port of discharge. 

(7) Description of the goods according to quantity, marks, 

• numbers, and contents. 

(8) Rate of freight. 

(9) Place and date of the drawing up of the bill. 

(10) Number of copies made out. 

The shipper has to give to the consignor as many copies of the 
bill as he may require. All the copies of the bill of lading must be 
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of the same date and have the same contents. As a rule, four 
copies are made out, one of which is retained by the shipper, whilst 
the consignor takes three copies in order to send two to the consignee. 
For greater safety these two copies arc posted by different mails. 

EXAMPLE 176-OBDER TO CnARTER A VESSEL 

Prince & Co., Manchester, 

Charterers. 6 th June, 19 .. ' 

Mr. John Wilson, 

Liverpool. 

Dear Sir, 

We shall be glad if you can charter for us a first-rate vessel 
of about 300 tons burthen to convey a cargo of Agricultural 
Implements from Liverpool to Lagos. The freight should not 
exceed 40/- per ton at most, but we trust you will succeed in 
getting easier terms. Please forward us charter party. We 
must stipulate for .at least 20 days for loading and discharging. 

We should add that the vessel must be lying at the Liverpool 
Docks on the 2oth June, ready to ship the cargo. 

Yours faithfully, 

Prince & Co. 


EXAMPLE 177 CHARTER PARTV SENT 


Messrs. Prince & Co., 
Manchester. 


Liverpool. 

9 th June, 19 . . 


Gentlemen, 

In reply to yours of the 6th inst., I have pleasure in advising 
you that I have succeeded in chartering a vessel on the conditions 
laid down by you. She is the three year old schooner “ Swallow, ’ ’ 
Captain F. Wardley. 

As you will see from the enclosed charter party, I was able 
to obtain terms somewhat below the figure you fixed, but, on 
the other hand, have guaranteed the captain, a steady and capa- 
ble seaman, a premium of £$ should he deliver the cargo 
to the satisfaction of the consignee. 

Requesting you to pass the usual £1% Conunission on the 
freight to my credit, and always at your service, 

I remain. Gentlemen, 

Yours faithfully, 

John Wilson, 
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EXAMPLE 178-BEPLY 

Manchester. 

Mr. John Wilson, nth June, 19.. 

Liverpool. 

Dear Sir, 

We have received your favour of the 9th inst., and approve 
of the terms arranged by you. Enclosed we are sending you 
a letter with the necessary instructions for Captain F. Wardley, 
which you will have the goodness to hand to that gentleman. 

Your Commission amounting to ^28 los. has been placed 
to your credit. 

We are, dear Sir, 

Yours faithfully. 

Prince & Co. 

Enclosure— 

LETTER TO CAPTAIN OF CHARTERED VESSEL 

Manchester. 

nth June, 19. . 

Captain F, Wardley, of the Schooner “ Swallow,” 

Liverpool. 

Dear Sir, 

From a letter just received we learn that Mr. John Wilson, 
of Liverpool, has chartered your vessel on our behalf to convey 
a cargo to Lagos. We shall load her with Agricultural Imple- 
ments at Liverpool on the 20th June, and as soon as she has 
taken her cargo on board, you will proceed to Lagos,where you will 
apply to Messrs. Wilkins & Co. concerning the discharge of same. 

We wish you a prosperous voyage, and trust you will earn the 
premium held out to you. 

Yours faithfully. 

Prince & Co. 

EXAMPLE 17 »- ADVICE TO CONSIGNEE 

Manchester. 

Messrs. Wilkins & Co., 29th June, 19.. 

Lagos. 

Dear Sirs, 

The cargo of Agricultural Implements advised by ours of the 
11th inst. was shipped from Liverpool on the 28th inst., by the 
Schooner “ Swallow,” F. Wardley, Captain, as per documents 
endosed. 

Trusting the goods will reach you safely, we await your good 
news, and remain, 

Yours faithfully, 

Prince & Co. 
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Draft the following correspondence — 

1. Johnson & Son write to the British Shipping Syndicate, Ixnidon, 
to see if they can find them a ship lx)und for the Argentine that could 
call at Cardiff to take in alx)ut 300 tons of pig iron, and, if so, on what 
terms. 

2. The British Shipping Syndicate reply stating that tliere is no such 
ship to be found at the moment in London, but that the Swallow of 
Liverpool, en route for Buenos Ayres would be the nght ship, as she 
will not go out of her way. They also state that the freight would not 
exceed 11s. per ton. 

3. Masterman & Sons, Calcutta, write to Hooper it t'o., London, 
referring to a letter received some time ago in which H ct Co. suggested 
a good shipment of Indian carpets on consignment . they say they 
have now shipped them 200 of fine quality ; tlu'y enclose B/l- and list 
of lowest prices they care to take, and hope 11. & Co will sell at a 
considerable advance on these. 

4. In reply to No. 3, II A Co say it is true some months ago they 
inquired for carpets on consignment, but in the interval business in 
Indian carpets has become very dull; they say they can scarcely hope 
to get anything like the prices M & Sons expect, but they will do their 
best , they ask if M & Sons will accept 25 off list 



CHAPTER IV 
The Forwarding Agent 

The forwarding agent acts as intermediary between the trader who 
wants to transport goods and the carrier, using the latter term in its 
widest sense. From his office, he directs the collection of the goods 
from the warehouse of the consignor, their transmission to the 
different intermediaries, and finally their delivery to the consignees. 
He frequently has recourse to the assistance of other forwarding 
agents in the case of a long voyage where the goods require to be 
transhipped. His experience of transport, his knowledge of 
railway rates and shipping tariffs, and his extensive relations make 
him a useful auxiliary to the trader as well as to the general carrier. 

Nevertheless, mention may here be made of the fact that the most 
important transport companies endeavour nowadays to eliminate 
him by establishing direct relations with the consignors. 

The liability of the forwarding agent to the consignor for loss or 
damage to his goods is exactly the same as that of the carrier. 
Where the carrier is liable for the damage, the forwarding agent 
enjoys in turn all the rights recognised as being due to the consignor. 

Sometimes the forwarding agent charges up his outlay for the 
transport to the consignor and adds a percentage for his com- 
mission; at other times he quotes an inclusive price which, when 
paid, frees the consignor from any further liability. This second 
method is generally preferred by business men in so far as it enables 
them to calculate exactly the cost of the transport. For this 
purpose the forwarding agent will draw up pro forma invoices, which 
he sends to his clients in the form of offers of service. 

The costs of transport arc paid sometimes by the consignor in 
advance and sometimes by the consignee. In the latter case the 
forwarding agent does not deliver the goods to the consignee until 
his charges and commission have been paid. 

When several intermediaries assist in the transport they hand 
over the goods from one to the other, at the same time passing on the 
charges, and the one who delivers the goods is responsible for their* 
final payment. 

Where the forwarding agent has frequent relations with a reliable 

21A 
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business firm, he often opens an account current with it. Fre- 
quently the forwarding agent undertakes to collect in the name 
of the consignor the invoice price of the goods which he transports. 
In this case he may not deliver the goods except against payment 
of the receipted invoice which has been confided to him. This is 
known as Cash on Delivery (C.O.D.). 

If, in the course of transport, the goods have to pass a frontier, 
the forwarding agent undertakes to carry out the customs' formal- 
ities in the name of his customer. Generally it is the forwarding 
agent who insures the goods confided to him on a floating policy. 

Frequently a forwarding agent has, near his office, extensive 
warehouses where he stores, for a certain fee, the goods which have 
been entrusted to him. He delivers to his customer the warehouse 
warrant, which is transferable by indorsement, the possession of 
which entails the right to dispose of the goods. 

The forwarding agent receives his instructions either from the 
consignor or from the consignee, and therefoic has to correspond 
with one or the other. 

He is in continual relations with the carriers, railway and steam- 
ship companies in order to obtain favourable rates of transport. 
He also carries on an active conespondence with the traders in the 
particular branch which he represents and who represent him. When 
Ire has prepared his tariff and has completed his arrangements, he 
offers his services to the customers either for trans])ort in general 
or for a certain route, and the nature of his trade implies numerous 
claims and complaints. Finally, he is called upon to make out the 
various documents which accompany the shi])ments such as con- 
signment notes, bills of lading, customs declarations, insurance 
policies, etc. 

EXAMPLE ISO OFFER OF SEKVIFES 
P. Vanderbilt & Co., Bridge Road, 

Forwarding Agents. . 

Mr. Thomas Smith, 

Commission Agent, 

London. 

Dear Sir, 

Mr. Blomley, one of our oldest business friends, and a customer 
of yours of long stalling, has given us your address, authoritii^ 
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US to use his recommendation with you. We beg to offer you 
our services as forwarding and customs agents, and should 
you decide to avail yourself of them, you may rest assured 
that we should always act to the best of your interests. 

Long years of varied experience have enabled us to acquire 
the widest possible knowledge of all matters concerning trans- 
port, and we have agents and correspondents in all countries 
and in all the large commercial centres. An excellent organisa- 
tion and a well-trained staff of employees permit us to effect 
Customs formalities with the least possible delay, avoiding any 
loss of time and any difficulty to our clients. 

Special arrangements with large transport institutions put 
us in a position to offer you considerable reductions for large 
shipments. Isolated consignments will, likewise, be executed 
with the greatest attention and the utmost rapidity. We would 
call your special attention to our grouped traffic, which is 
carried out between the capital and the various large towns of 
Great Britain several times per week on fixed days. This 
organisation enables us to realise the maximum regularity, 
promptitude, and economy. 

We shall be glad if you will take note of the enclosed tariffs, 
and trust soon to be honoured with your orders. 

Yours faithfully, 

P. Vanderbilt & Co. 

(S«H5 No. 181.) 


EXAMPLE 18l-F0HWARI>IN0 AGENT HOLDS GOODS AT THE 
DISPOSAL OP A PERSON 

(SCO No. 180) 


Mr. Robert Grenville, 
Spinner, 

Rochdale. 


London Bridge Road, 
London, E.C. 

12 th Jan., 19 .. 


Dear Sir, 

We have received from Mr. J. J. Virgo, in Sydney, instructions 
to take delivery in London, and to hold at your disposal — 

50 Bales Australian Wool, numbered JJV 1/50, total 
weight 10 tons 4 cwt., 

which is expected to arrive in London about the end of this 
month by sailing vessel “Mary,” of Southampton, Capt. 
Roberts. 
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If you wish these goods to be forwarded immediately, they 
shall be unloaded direct from the vessel into the trucks. We 
await your instructions in this matter and remain, 

Yours faithfully, 

P. Vanderbilt & Co. 

(Sty; Ni). i«l! ) 


EXAMPLE 182 -INSTRlJ(rriONS TO THE FORWARDING AGENT 
TO DISPATCH THE GOODS 

(Jh-c No. 181 ) 


Messrs. P. Vanderbilt & Co., 
London. 


Leeds Road, 

Rochdale. 

14th Jan., 19. . 


Dear Sirs, 

In reply to your letter .of the 12th inst., I shall be glad if you 
will forward, addressed to me at the Rochdale Station, the 
50 Bales of Australian Wool, and shall be pleased if you will 
advise me as soon as they come to hand. 

Of course, you will verify the state of the goods at the time 
of unloading, and make the necessary reservations in case of 
damage. Please put on the rail only such goods as are in perfect 
condition so that I may not have to experience any difficulties 
here, and in order that the liability of the Railway Company 
may be indisputable, should I be obliged to refuse the delivery 
of one or more bales on account of damage. 

As the charges from London to Rochdale are to be borne by 
me, will you kindly pay the same and charge them forward 
to my account ? The cartage in London is to be charged to 
the account of Mr. Virgo. I believe the weight of each bale 
is approximately 4 cwt., so that you will be able to forward 
the goods in a full truck load. 

Relying upon you to do your best in my interests, 

1 remain. 

Yours faithfully, 

Robert Grenville. 


(S.>e No. itO.) 
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EXAMPLE 188-THE FORWARDING AGENT GITES NOTICE OF 
AN ACCIDENT 

(S*e No. 182.) 


Mr. Thomas Smith, 

Commission Agent, 
London. 


London Bridge Road, 
London, E.C. 

2ist Jan., 19. . 


Dear Sir, 

We have just received from London an advice saying that 
the vessel “Mary,” of Southampton, Capt. Roberts, arrived 
in the port on the i8th inst., in the evening, and the unloading 
of the 50 bales of Australian Wool which you instructed me 
to take delivery of, took place on the 20th inst. Unfortunately 
during the process of unloading a chain of the steam-crane 
became detached, and one of the bales of wool marked 
JJV 36 fell into the sea. However, the sailors were able 
to pull it out before it was quite soaked with water, and 
before it went under. As the accident occurred before we took 
delivery of the goods, we are not responsible. In our opinion, 
the liability rests with the Captain, whose men were engaged 
on board fastening the packages when feeding the crane, and 
who fixed the chain with negligence. At the request of the 
Captain, we have put the damaged bale into a bonded warehouse, 
since we did not wish to receive it without consulting you. 
Please let us have your instructions upon the subject. We 
advised Mr. R. Granville before the arrival of the goods, 
and have received his instructions. We shall forward the 
consignment to him with the exception of Bale JJV 36. 


We have paid— £ s. d. 

Quay Charges at 4d. per bale . . 42 

Warehousing of damaged bale . . i - 

Loading into Trucks at 3d. per bale . 12 6 

Our Commission for executing Customs 
Formalities, etc. .... 26 


Total . . . £i - 2 


which we have placed to the credit of your account. 

We are, 

Yours faithfully, 

P. Vanderbilt Bl Co. 


(Sm Na 184.) 
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EXAMPLE 184-GIVING ADVICE OP AN ACCIDENT TO TME 
INSURANCE COMPANY 

(See No. 183.) 

Leadenhall Street, 

London. 

23rd Feb., 19 . . 

The Secretary, 

The British Marine Insurance Co., 

London. 


Dear Sir, 

I have just learned that one of the bales of Australian Wool, 
part of the 50 Bales shipped last November from Sydney, 
Australia, per sailing vessel “Mary,” of Southampton, Capt. 
Roberts, has suffered average during unloading in London, 
and is rendered unfit for spinning. You will probably remember 
that I took out an insurance policy with you in regard to this 
consignment in a series of £100 with 5% franchise, dated i8th 
November, and now claim indemnity for the loss which has been 
sustained. 

It appears that the Captain of the sailing vessel is responsible 
* for the accident. 

Enclosed please find copy of the invoice of my seller in Sydney, 
from which it appears that the damaged bale JJV 36 had a net 
weight of 3 cwts. 98 lbs., and a value of £23 12s. od., 
to which must be added 10% for the Insurance 
inclusive of the imaginary profit . . £2 18 - 

plus 3% increase according to the stipulation 
in your insurance policy . . . . 17 6 


The Total Claim being . . £27 7 6 


The damaged goods are in Dock Company’s Warehouse in 
London. Messrs. Vanderbilt & Co., Forwarding Agents, of 
London Bridge Road, will give you all details regarding the 
matter. 

1 am, 

Yours faithfully, 

Thomas Smith. 




(See Na 19S) 
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EXAMPLE 186-ADVICE OP DISPATCH 

(Soe No. 184.) 

London Bridge Road, 
London, E.C. 

25th Feb., 19.. 


Mr. Robert Grenville, 
Spinner, 

Rochdale. 


Dear Sir, 

We have pleasure in informing you of the dispatch from 
King’s Cross Goods Station of 

49 Bales Australian Wool, 1/35 and 37/50, 
the gross weight being 10 tons 14 cwts. 

The goods have been loaded into a single truck of the Great 
Northern Railway, bearing the number 10,080, to be forwarded 
to your address from the Wakefield Station in due course. 

The bale JJV 36 met with an accident during the unloading 
in London, and we are therefore unable to forward it. You 
have received or you will receive an advice from Mr. Thos. 
Smith upon this subject. 

We have debited you with our charges amounting to £4, 
particulars of which we beg to enclose herewith. 

Yours very truly, 

P. Vanderbilt & Co. 


Enclosure — 

FREIGHT AND CHARGES ACCOUNT 

Full truck-load from London to Wakefield — £ s. d. 

Special rate 3 - * 

Loading Charges and Railway Terminal, Charges 

at IS. 6d. per ton I 5 - 

Our Commission 5 • 


U - 


£ & O.E. 


(S«e No. 186.) 
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Example 18 ^the insurance company refuses to 

INDEMNIFY FOR THE TOTAL VALUE OF THE GOODS INSURED 

{S*‘c No. 18^ ) 


Holbom, London. 

27th Feb., 19. . 


Mr. Thomas Smith, 

Commission Agent, 

London, 

Dear Sir, 

Your letter of the 23rd inst. came duly to hand, and we sent 
our experts to the Dock Company’s Warehouse to examine the 
bale of wool, JJV 36, which met with an accident during the 
unloading on the quay. 

According to the report which they have submitted to us, and 
upon examination of the samples of wool which they have 
extracted, we do not think that the damage incurred amounts 
to } of the value of the insured object. There is, therefore, no 
question of a complete loss, and we are of opinion that your 
claim for total indemnity of the value is altogether too large. 

By this post we are sending you two samples taken in the 
presence of the Warehouse Agents and the agents of Messrs. 

P. Vanderbilt & Co. one taken from the outside and the 
other from the centre of the damaged bale. You will find 
that the latter has not been touched by the sea-water, and has 
in no way suffered. The quantity of wool that has not been 
damaged is about 2 cwts. As regards the remainder, which we 
have given instructions to dry immediately, we estimate the 
loss in value at Jth of its value, and we are prepared to indemnify 
you to that extent. 

Thus we are giving you the largest possible benefit and are 
of opinion that it is to your advantage as well as ours, to accept ^ 
this compromise and thus avoid making yourself liable for the 
costs of the services of an average adjuster which are always 
heavy. 

Awaiting the favour of your reply. 

We remain. 

Yours faithfully. 

The British Marine Insurance Co., 

L. Brooks, 

Secretary. 


(See Na 187.) 
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EXAMPLE 187-A CUSTOMER MARES A CLAIM ON A FORWARDING 
AGENT FOR A PACKAGE WHICH HAS BEEN MISCARRIED 

(Sif No. 186) 

Rochdale, 

3 rd Mar., 19 . . 

Messrs. P. Vanderbilt & Co., 

London. 

Gentlemen, 

I have this day received an advice from the Railway Company 
announcing the arrival of the consignment of Australian Wool, 
of which you acquainted me in your letter of the 25th ult. 

After examining the goods myself, I was very much surprised 
to find only 48 bales in the truck, instead of 49, as per your 
advice. After a closer examination of the loading receipt, 
I ascertained in conjunction with the railway employees, that 
it only mentions 48 packages and gives as the total net weight 
of the truck-load 9 tons 16 cwts. (instead of 10 tons, as men- 
tioned in your letter). The weight of the truck corresponds with 
the particulars on the loading receipt. I am, therefore, com- 
pel!^ to assume that an error has been committed on the part 
of your staff on the dispatch of the goods from your warehouse. 
Nevertheless, I have decided to accept delivery of the consign- 
ment as it is, and have paid the charges of delivery. The missing 
bale bears the mark JJV 18, and I shall be glad if you will make 
a search for it and send it along without delay. 

I must also draw your attention to the fact that this bale 
should have reached me in the full truck-load, and that no 
additional charge for carriage should be made to me since the 
goods have been left behind. Hence it is only fair that the bale 
JJV 18 be sent to me free of all charges to Wakefield Station. 

Awaiting the favour of your reply, 

1 am. 

Yours faithfully, 

Thomas Smith. 


TEST PAPER XXVIir 
Draft the following correspondence — 

1. On the 1st Feb., 19.., Mr. Thomas Smith sends the following 
reply. [See Example 180.) If Vanderbilt & Co. are in a position to effect 
the Customs formalities at the London Docks, Robert Grenville, of 
Rochdale, would be willing to hand over to them all goods arriving for 
him by sea. Terms: 5% reduction on the tariff rates which they sent 
to him, advance of the customs and warehouse charges and insurance 
premium, etc., settlement by means of an account cun'ent on the 10 th 
and 25th of each month, with interest at 5%. 
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2. On the 4th Feb., 19. Vanderbilt & Co. accept the above terms, 
including the reduction of 5% on consignments of complete truck* 
loads of ten tons. For smaller consignments or for fractions in excess 
of the 10 tons they cannot allow the reduction. 

3. On the 7th Feb.; 19. Mr. Thos. Smith intimalcs his consent to 
the counter offer. He encloses a bill of lading and insurance policy 
for 50 Bales of Australian Wool— 10 tons 4 cwts.— which will arrive 
by sailing vessel [Margueriie, of Cla-sgow, Capt. Fryatt) in London 
towards the end of February. Will Vanderbilt & Co. take pos.session 
of this shipment, pay any charges, and hold the consignment at the 
disposal of Mr. Robert ('.renvillc, Spinner, of Kochdale ^ 

4. On the 23rd Feb., Robert (ircnville asks Vanderbilt & Co. to for- 
ward the 49 undamaged bales to Rochdale, advising liim of an accident 
to bale JJV 36, and also instructing him to hold the Litter at the 
disposal of the insurance company. 

5. On the 25th Feb., Thos Smith advises Robert Orcnvillo of the 

accident which has occurred, and a.sks him to debit his account current 
with the value of JJV 36, 1/6 per lb , unless he jirefers to receive an 

equal quantity of Spani.sh wool, eciuivalent in price and quality. 

6; On 26th Feb,, Vanderbilt & Co send Thos Smith a statement of 
his account current, showing a balance of /,I20 {(iive imaginary 
items.) 

7 On the 29th I'eb . Thos Smith accepts the proiiosal of the 
Insurance Company in JCxample 186 

8. On the same day he acknowledges by regi.stered letter to Vanderbilt 
& Co. the receipt of their statement of account current with which he 
agrees, and sends the remittance in bank notes and jx).stal orders. 
Thos. Smith gives instructions to pay the warehousing charges Oft** 
JJV 36, and to make two bales of it one of the damaged wool and 
another of the good w(X)l, and to send them along to him by rail. 

9. On the 4th March, Vanderbilt & Co. acknowledge receipt of the 
remittance sent by Thos Smith They also advise their intention to 
dispatch on the following day the two bales JJV 1 and 2 by rail, 
together with the Freight Note 

10. On the 5th March, Vanderbilt & Co reply to Robert (Jrenville, 
that there has actually been an error on the part of their staff. Th«w 
tender apology, and advise the dispatch of the bale which had been leit 
behind. All charges are paid to Rochdale. 




CHAPTER V 
Marine Insurance 

The centre of marine insurance business is London, where transac- 
tions are effected citlier witli members of Lloyd’s Corporation or 
with one of tlic large Insurance Companies. The contract of marine 
insurance is an arrang(‘ment by which one party (the underwriter) 
agrees in return for a " premium ” to compensate the owner of a 
ship or cargo for complete or partial loss or destruction at sea. 
The premium varies considerably according to the nature of the 
voyage, the season of the year, the character of the ship, and the 
kind of cargo. The contingency insured against is called the risk 
and the contract between the underwriter and the insured is the 
policy. Policies are divided into various classes — 

(1) Voyage policies, in which property is insured for transit from 
one place to another. 

(2) Time policies where the property is insured for a certain 
period of time. 

(3) Valued policies where the value of the insured object is 
definitely stated at the time of drawing up the contract. 

(4) Open policy where the value of the subject insured is left 
to be determined at the time of loss. 

(5) Named policies in which the name of the vessel on which the 
risk is taken is definitely stated. 

(6) Floating policies in which the wording is wide enough to 
covcj the insured property by whatever ship it may be conveyed. 

A policy may, of course, partake of several of these characters ; 
for example, it may be a named and valued policy, open and 
floating, or valued and floating. 

In effecting a policy of insurance an insurance broker is often 
employed, who states the necessary particulars upon an insurance 
slip, and applies to the various underwriters " to take a line ” ; 
until the policy is drawn up and signed by the underwriters, the 
broker issues a cover note or letter of insurance. For his trouble 
the insurance broker receives a brokerage of 5 per cent, on the 
premium which is payable by the underwriters. The latter also 
220 
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usually allow a discount of 10 per cent, on the premium to the 
insured. 


EXAMPLE 188-OEDEB TO INSURE CARGO 


Mr. T. Langford, 
London. 


Manchester. 

30 th June, 19 .. 


Dear Sir, 

Please insure against all risks ^1,500, value of a cargo of 
Agricultural Implements shipped on the 28th June for our 
account, on board the schooner “ Swallow, ’ ’ Capt. F. Wardley, 
bound from Liverpool to Lagos, and to debit us with the charges, 
handing us your account of same. 

The charter party is annexed. 

We do not limit you as to Premium, but request you to do 
your best to effect the insurance at the best possible terms. 

Yours faithfully. 

Prince & Co. 

(Stc No. 18») 


EXAMPLE 189-INSURANCE ADVISED 

(Sec No 188) 


Messrs. Prince & Co., 
Manchester. 


London. 

znd July, 19. . 


Dear Sirs, 

Pursuant to your instructions dated 30th June, I have insured 
your shipment of Agricultural Implements, which left Liverpool 
for Lagos per schooner “ Swallow,” Capt. F. Wardley, on the 
28th June, at the low rate of 2 per cent,, as per Policy enclosed. 
I beg leave to hand you herewith my account for £31 7s. 6d,, 
which amount you will please pass to my credit. 

Assuring you of my zeal in the careful execution of your 
orders, and trusting soon to be favoured with a repetition of 
your commands, 

I remain, 

Faithfully yours, 

T. Langford, 


(Sm No. 190.) 
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EXAMPLE ISO-ORDEB TO INSURE VESSEL AND CAR60 AT 
A SPECIHED BATE 

(Sec No. 189.) 


Mr. Robt. Crawford, 
Liverpool. 


Manchester. 

ist July, 19.. 


Dear Sir, 

The schooner “ Swallow, ’ ’ F. Wardley, Captain, chartered 
by us, set sail from Liverpool on the 28th June, with a cargo 
of Agricultural Implements for Lagos. 

We should thank you to have the ship, a three-year old, 
oak-built vessel, insured for £1,250, and the cargo for £1,500, 
against all risks, and to let us have your account. 

We must, however, limit you to a Premium of ij% for the 
vessel, and 2 % for the cargo, and trust you will be able to 
effect insurance at these rates, seeing that the vessel has a good 
name, and the captain is known as an experienced and steady 
seaman. 

Yours faithfully. 

Prince & Co. 

(See No. 191 ) 


EXAMPLE 191~IN81IBANCE IMPOSSIBLE AT RATES STIPULATED 

(See No. 199 ) 


Messrs, Prince 8 c. Co., 
Manchester. 


Liverpool. 

3rd July, 19. . 


Gentlemen, 

Your order for insurance of the ist inst. to hand. I regret 
to say that it is impossible to insure at the rates specified. None 
of the Companies here will look at the two insurances on the 
conditions you lay down, and I must therefore request you to 
raise your limit. The Globe Marine Insurance Co. is willing 
to insure the vessel at i|% and the cargo at 2j%. 

I should advise your acceptance of this offer, the more so as 
this Company is the best in Liverpool. 

Awaiting your reply by return, 

I remain, 

Yours faithfully, 

Robert Crawford. 


(See No. 198.) 
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EXAMPLE m<-0BDER TO INSURE AT HIOHER PREMIUM 

(See No. 191.) 

Manchester. 

4th July, 19. . 

Mr. Robt. Crawford, 

Liverpool. 


Dear Sir, 

In response to your letter dated 3rd July, we request you to 
cover insurance on the vessel at ij% and on the cargo at 
2l%, with the Globe Marine Insurance Company, and to remit 
us the account. 

Yours faithfully. 

Prince & Co. 

(Str No. m ) 


EXAMPLE 1S8-INSUBANCE APCOIM SENT 

(Sec No. 192 ) 

Liverpool. 

7th July, 19.. 

Messrs. Prince & Co., 

Manchester. 


Gentlemen, 

In compliance with your orders of the 4th July, I have effected 
the insurance with the Globe Marine Insurance Company at 
the Premiums already mentioned. Copy of Policy is enclosed. 

You will oblige me by remitting the amount of the annexed 
account, £140, per cheque. 

Please command my services and oblige, 

Yours faithfully, 

Robert Crawford. 
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EXAMPLE m-PB0VI8I0NAl ADTICE OF AVERAGE 


Sunderland. 

6th June, 19.. 


Messrs, Sutcliffe & Co., 

Durham. 

Gentlemen, 

From advice just received the s.s. “ Swift ’ ’ with 50 chests 
Indigo on board for you has sustained Average, and will land 
the greater part of her cargo in a damaged condition. We shall 
transmit you full particulars concerning the state of the Indigo 
on arrival. 

In the meantime. 

We remain, 

Yours faithfully, 

Jackson & Jones. 

(Sr No. 19.r) 


EXAMPLE 196-FURTHER PARTICULARS RE AVERAGE ADVISED 

(Seo No, 194 ) 

Sunderland, 
loth June, 19. . 


Messrs. Sutcliffe & Co., 

Durham. 

Gentlemen, 

We informed you by ours of the 6th inst. that the s.s. “ Swift ‘ ’ 
would land her cargo in a damaged condition. 

We are now able to inform you that, of the 50 chests Indigo 
belonging to you, 35 are so much damaged that they will have 
to be sold for the account of the Sunderland Insurance Company, 
which has undertaken the insurance. We have warehoused 
the remaining 15 uninjured chests, and await your orders. 

The damaged goods will be sold by auction on Monday, 
the 13th inst., and we shall wait on you with a settlement 
in due course. 

Yours faithfully, 

Jackson & Jones. 


(See No. 196.1 
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EXAMPIE ll«-BEPLy 

(See No. 195.) 


Durham. 

I3th June, 19 .. 

Messrs. Jackson & Jones, 

Sunderland. 

Gentlemen, 

We acknowledge receipt of your valued favours of 6th and 
loth inst., and request you to let us have the undamaged chests 
Indigo forthwith. We look forward to your settlement of 
damaged goods, and remain 

Yours faithfully, 

Sutcliffe & Co. 

(Str N.. 197) 


EXAMPLE 1»7-~SETTLEMENT OF AVERAGE SENT 

(.S«r No. 196 ) 


Messrs. Sutcliffe & Co., 
Durham. 


Sunderland. 

i 8 th June, 19 . . 


Gentlemen, 

In accordance with your letter of the 12th inst., we have this 
day forwarded to your address per Goods Train the 15 
undamaged chests Indigo. 

As per statement enclosed the net proceeds realised by the 
sale of the 35 damaged chests amount to 

i408 7 5 

Collected from Underwriters 204 2 7 


£612 10 - 
Our charges 856 


Total 


jJ 604 4 6 

in settlement of which we enclose herewith a cheque for the 
amount. . . 

Trusting you are satisfied with the way we have managed 

this business, ^ . 

We remain, Gentlemen, 

Yours faithfully, 

Jackson ft Jones. 
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TEST PAPER XXIX 

1. Write a letter instructing a firm of insurance brokers to insure a 
consignment of Manchester goods, from Liverpool to Bombay, for the 
amount of ;^2,800. 

2. The firm of brokers that has been asked to cover this cargo write 
to say that very heavy storms are expected to rage in the Indian Ocean 
at a very early date, and that, owing to the unfavourable nature of the 
weather forecasts, no insurance can be effected under 7 per cent. 
Draft the letter. 

3. Reply to Q. 2, stating that you regard the figure as being rather 
high ; ask them to try and find an underwriter at 6|- per cent. ; if this 
is impossible, then they must use their discretion in the matter. 

4. Neill & Sons, Jaffa, ship a cargo of oranges value ;^900 to Messrs, 
(irant & C’o., ('ovent Oarden Market, London. Write a letter to 
Messrs. Simpson & Son, 30 Wool Exchange, London, requesting them 
to insure, (live particulars. 

5. Zorn & Co., Riga, write to Massrs. Simp.son & Son, 30 Wool 
Exchange, London, requesting them to insure 200 barrels of tar, leaving 
their port for T.ondon in three days’ time per s.s. Baltic, value /450. 
They explain that the cargo will be above the hatches, and desire to 
insure “ a.a.r." at the lowest rate. 

6. Simp.son tS: Sou reply stating that no one will insure e-\cept “ f.p.a.," 
and explain the reason for this. 



SECTION V-CORRESPONDENCE 
WITH THE STATE 


Introduction. 

The correspondence dealt with in the preceding sections of this 
book has reference to the relations of one trader witli another or 
to his auxiliaries. Without the protection and assistance of the 
State, however, commerce is incapable of making any great develop- 
ment, or of assuming a steadiness conducive to a permanent spirit 
of enterprise. 

As the most highly developed form of social organism, the State 
creates through the authority of its legislative enactments a state 
of security which is essential for the continuous and systematic 
production of wealth. Whilst the State assists in the development 
of the home and foreign trade it nevertheless apportions to each 
member of its wonderful organism such a measure of freedom that, 
by the discreet use of its power, the individual members of the State 
are not hindered in their various activities. Moreover, the State 
i$ not merely the wise legislator but also the untiring executor of 
the existing law. 

However, like any other subject of the Stat(‘, a merchant is 
sometimes placed in the position where he has to appeal to the 
State for the protection of his rights when they have been violated 
by his fellow-men; and, on the other hand, he may have to insist 
upon the fulfilment of those duties which the State itself, as entre- 
preneur, has undertaken. If a person has a good knowledge of 
his rights and duties he will be better able to guard successfully 
against any encroachment of them, and then only will he know what 
is due to others. He should, therefore, make himself familiar with 
the legal regulations within the provisions of which he has to keep 
in the execution of his correspondence, if he is to obtain his rights. 
The limit is drawn, however, at the line where the law requires him 
to have legal assistance, or where he is no longer able to follow in 
person the threads of the case. 
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CHAPTER I 

The Trader and the Postal Authorities 

The important advance made by the Postal System has been due 
to the development of the railways, telegraphs, and telephones, all 
of which have been brought in an increasing measure into the service 
of the Post Office. The step, however, which has had the most 
far-reaching consequences in the gigantic development of the 
Postal System took place in 1840, when Rowland Hill introduced his 
reforms. At his suggestion the penny post was introduced by 
Parliament for letters of not more than one ounce weight within the 
British Isles, and in order that letters might be pre-paid stamps 
and stamped envelopes were first used. In this way the transmission 
of letters increased in an unthought-of manner, not only in England, 
but in all civilised countries where the English system was adopted. 

THE INTERNATIONAL POSTAL UNION. -Every country of the 
civilised world now belongs to the International Postal Union, which 
was establislied in 1878. Within the area of this Union, uniform 
rates of postage and postal regulations are in force without distinc- 
tion of the country of dispatch or of delivery. The rate fixed for 
letters is 2Jd., and for post cards Id. In the subsequent congresses 
various improvements of this extraordinary work of civilisation 
have been made. 

COMMUNICATION AND THE STATE.- At all times a large amount 
of correspondence has had to be conducted with what might be 
termed collectively “ the transport institution.” Every form of 
transport pre-supposes the power and means of mobility. . The 
former is supplied by animals and human beings as well as steam, 
electricity, etc., whilst the latter embraces roads, railways, passes, 
caravan routes, rivers and canals, lakes and oceans. 

Whether it is a question of the transmission of letters or 
of the countless thousands of packages of goods, without their 
transportation trade and commerce would be at a standstill. 

It is chiefly for this reason and not on financial grounds that 
most modern states have taken over the control of the postal, 
telegraph and telephone systems as well as, in some cases, the 
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railways and canals, in order to afford the highest possible guarantee 
to transportation. 

As servants of mankind the various organs of the transport 
system are responsible for the services they render in return for the 
remuneration which is paid to them, and tliey can usually be made 
liable for any damage caused by them. This liability is enforced 
by Shimmin & Co., in Example 198, under the following conditions. 
They receive on the 10th Sept, from John Smith a communication 
that the Vanilla they forwarded to the latter through the post has 
not arrived. Smith requests them to execute forthwith his order, 
failing which he will have to place the order with another merchant. 
As Shimmin & Co., according to their postage book, forwarded the 
goods on the 4th Sept., the non-arrival of the package must be due 
to some fault on the part of the postal authorities. In order to 
cleai; up the matter they therefore apply to the postal authorities. 
On receipt of the letter in Example 199, the l\)stmaster will issue a 
circular search note. 

Probably with no other public institution has the tiador so much 
intercourse as with the Post Office, and for this riMson he should 
aim at making himself acquainted with the postal regulations. 

LIAIUIJTY OF THK POST OFFICE FOR MATTER SENT THROUGH 
THE POST. -All inquiries or complaints on Po^t Olhee subjects 
should be addressed to the head postmaster of the district in which 
the applicant resides, and should be prepaid in the ordinary way. 

The Postmaster General is not legally liable for any loss or 
inconvenience which may arise from the loss, damage, delay, non- 
delivery, or mis-delivery of anything sent by jiost, and he does not, 
in any circumstances, pay compensation in respect of unregistered 
letters, post cards, book packets, sample packets, or newspapers. 
But, subject to certain niles, he pays compensation voluntarily, and, 
as an act of grace, for correspondence of the following descriptions — 

Registered correspondence (including parcels). 

(2) Unregistered parcels. 

(3) Express correspondence. 

(4) Insured correspondence. 

For refl8tere4 e«rrM|Mndenfe the fees payable vary from a 
minimum of 2d. to Is. lOd., and the limits of compensation from 
^5 to £40Q. Compensation in respect of money of any kind (coin, 
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notes, orders, cheques, etc.) will only be given in those cases in 
which the money is enclosed in one of the registered letter envelopes 
sold by the Post Office, and the packet is tendered for transmission 
by Registered Letter Post. The compensation given in respect of 
coin, which must be packed in such a way that it cannot move 
about, will in no case exceed £5. 

Compensation for damage to a packet sent by Registered Letter 
Post will only be given in those cases in which the packet is 
conspicuously marked with the words “ Fragile, with care." 

In the case of the entire loss of foreign letters or packets whilst 
in the custody of the Post Office, the Postmaster-General undertakes 
to pay an indemnity of 50 francs, except in cases beyond control 
(e.g., tempest, shipwreck, earthquake, and war). No compensation, 
however, is payable except in the case of the loss of the entire letter 
or packet; and no claim will be admitted if made more than a year 
after the letter or packet was posted. 

For unregistered parcels the maximum limit of compensation 
is 12. No compensation is given in respect of money of any kind 
sent by Parcel Post, whether registered or unregistered, or in respect 
of jewellery sent by Parcel Post unregistered. 

In order to secure compensation in respect of the loss of a parcel, 
a Certificate of Posting should be obtained by the sender when the 
parcel is posted. 

The Postmaster-General also gives compensation not exceeding 
£1 for uninsured parcels sent by Parcel Post between tlie United 
Kingdom and most British possessions and foreign countries, when 
loss or damage takes place while the parcels are in his custody, and 
does not arise from any fault or neglect of the senders or from 
the nature of the contents. 

For express correspoodenee conveyed by special messenger 
throughout its whole course, compensation up to £2 is paid for 
the loss or damage to all unregistered packets (other than those 
iJwitaining money or jewellery). 

For Insured correspondence, compensation for the loss or damage 
in the post of letters, boxes, or parcels will not exceed the amount 
of the actual loss or damage, and will not be paid at all for a packet 
containing any prohibited article. 

Without prejudice to any of the preceding rules, the Postmaster- 
General will, if he thinks fit, refuse to give compensation for loss or 
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damage on any ground on which a common carrier might in like 
case claim exemption from legal liability. 

Postal rates, both inland and foreign, must be ascertained from 
the official Postal Guide, which is a veritable mine of information 
for the commercial aspirant. The various functions of the Post 
Office arc shown in the diagram below. 
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TREATMENT OF PACKAGES ON DELIVERY.-On delivery of 
postal packages, it is advisable to take note of their external 
appearance. In the case of damage or loss of contents, the packet 
should be retained for inspection as nearly as possible in the state 
in which it was delivered. If complaint be made that the contents 
of a packet have been abstracted, the cover must be produced. 
A claim for indemnity should always be made by the sender of a 
postal packet, and it is therefore the duty of the receiver of a 
damaged packet to advise the sender thereof immediately. 


EXAMPLE 198-POSTAl INQUIRY RE PARCEL 

Queen 's Road, 

Blackburn. 

nth Sept., 19.. 

• To the Postmaster, 

The Central Post Office, 

Blackburn. 

Dear Sir, 

On the 4th Sept., between 10 a.m. and u a.m., we forwwded 
from your office a small parcel in grey packing paper, cont^i^ 
vanilla, and addressed to Mr. John Smith, 96 Halliwell Rom, 
Bolton. On the loth Sept., our customer advised us that the 

ISHUIOi) 
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above-mentioned parcel had not yet arrived, and we shall 
therefore be glad if you will make the necessary inquiries in 
regard to this parcel, and let us know the result thereof. 
Thanking you in anticipation. 

We are. 

Yours faithfully, 

per pro. Arnold Shimmin & Co., 
Joseph Cousin. 


EXAMPLE 1 99 -NOTIFICATION OF A LOST PARCEL 
290 Walkden Road, Worsley, 

Near Manchester. 

25th Sept., 19.. 

Miss Martin, 

Postmistress, 

The Post Office, Worsley. 

Madam, 

A parcel which was handed to you on the 12th inst., between 
6 and 7 p.m., and addressed to Phythean Monks, Esq., The 
Laurels, Green Lane, Farnworth, according to an advice received 
from the latter, has not so far reached its destination, and we 
are therefore forced to the conclusion that it has been lost. 
From the enclosed copy of the invoice you will see that the parcel 
had a net weight of 8 lbs., with a value of £3 15s. 

As the parcel was not insured, we beg to make application 
for the maximum compensation of £2, as mentioned in the postal 
regulations concerning unregistered parcels. 

We are, 

Yours faithfully, 
per pro. Hall & Stephenson, 
Joseph Hall. 


TEST PAPER XXX 

1. Evans & Co,, in Manchester, inform the Post Office that a parcel 
of goods dispatched by Mr. T. Reece, of Leeds, on the 4th June was not 
delivered to them until the 12th June, Owing to the delay the contents 
of the parcel are spoilt to such an extent that they have become quite 
useless. They immediately place the package at the disposal of the 
Postal Authorities, and make application for indemnity to the amount 
shown on the enclosed copy of invoice. Draft the letter. 
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2. On 27th Jan., T. Siddall, of Hull, infornw the i’ostmastcr of his 
town that a registered letter containing goods of the value of £] 5s. 6d., 
and handed in on the 20th Jan . has not vet been ilelivere<l, and he 
therefore claims compensation. W'nte the letter. 

3. Dean & Co., of Paddington, make apj)lication on the lOth June 
to the Postmaster of their town, asking for the refund of £l 2s. as 
compensation for a rcgi.stercd letter addressed to Tom Sykes, of 
Newcastle, which, according to information received from the addre.s.see, 
has not been delivered, and must therefore be regarded as lost, Draft 
the letter. 

4. In what ways docs the Post (Jlliie emour<ige the jnibhc 
(a) to provide for old age ? 

(hj to make investments ? 

(c) to .save small amounts ^ 

5. What is meant by the Internation.d P<tslal Pnioii > 

6 What kinds of banking operations aie wo/ uixkrlakcn by the 
Post Olfice ? 

7. Trace briefly tlie passage of a registered letter lioin the moment 
it is sealed to its receipt by tlie business man to ulioin it is addressed. 

8. Briefly trace the history of the cheapening of postal facilities from 
1840 to the present day 




CHAPTER II 

The Trader and the Legal Authorities 

THE TRADER’S PROCEEDINGS AT LAW.— On the 1st August 
Messrs. Johnson & Martincau purchase from Ambrose Cataneo 
& Co., in Naples, a truck-load of 5 tons of prunes @ 24s. per cwt. 
— immediate delivery — c.i.f. London, to be sent through Van 
Oppen & Co. (i.e., Forwarding Agents). The goods are to be well 
dried, and of good quality, and packed in cases of about 1 cwt., 
payable at three months by acceptance. 

On the 10th August the buyers receive the invoices amounting to 
£192. On the 1st Sept, the goods reach Manchester. The con- 
signees pay in freight and duty £34. On the 2nd Sept, a few cases 
are opened for the pui'pose of e.xainination. The prunes prove to 
be maggot-eaten to such an extent that they are quite unfit for con- 
sumption. They inform the sellers by telegram of the bad condition 
of the goods, and place them at the disposal of the sellers with 
the request to dispose of them in some other way, and refund the 
£34 disbursed for freight and duty. By their letter of the 3rd 
Sept., Ambrose Cataneo & Co. intimate that they are not going 
to receive the goods back, saying, that they had packed the prunes 
carefully and in accordance with arrangements made, and in packing, 
the goods were nice and dry and without warmth, facts which they 
could prove by means of six witnesses. If the goods arrived in an 
unsatisfactory condition, this must be due to the heat and damp 
they were subjected to during the voyage. They point to the fact 
that the goods had been sold c.i.f. London, and for that reason 
they ought to have been examined on behalf of the buyer 
either in Naples or at the latest in London, and that for damage 
incurred during the transport the buyer, and not the seller, is 
responsible. 

On receipt of this letter the buyers obtain expert opinion on the 
state of the goods, Mr. John Smart, a member of the Manchester 
Chamber of Commerce being appointed as expert. In giving his 
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opinion this gentleman confirms the bad condition of the goods, and 
points out that, even assuming that the maggots had only developed 
during transport, the eggs must have been in the prunes before 
the packing took place, as it was impossible for tlie insects, which 
laid the eggs, to penetrate the thick side of the cases during 
transport. 

Hamilton & Martin notify the sellers of the result of this expert 
opinion, and demand that they should immediately dispose of the 
goods otherwise, failing which the goods would be sold by public 
auction. 

Ambrose Cataneo & Co. reply that they maintain their standpoint, 
and that the buyers could do what they thought lit; since they 
would have the matter settled by the Commercial Court in Naples. 
Thereupon Hamilton Ik Martin apply to have tlie goods publicly 
sold, of which they notify the sellers. The sale takes place, and 
the prunes arc sold to a distiller for £67 15s., and the proceeds, 
after deduction of the costs, are handed (n er to Hamilton & Martin. 
The latter notify the sellers, placing the above amount less £34 
disbursed as freight and duty at their dispo'^al. 

In the meantime Ambrose Cataneo A' Co. have not remained 
inactive. They bring an action against the buyers before the 
Commercial Court in Naples, which declares itself competent in the 
matter as the legal place of deliver)' is Naples and not Manchester. 
Hamilton & Martin are summoned before the Commercial Court 
in Naples, and as the defendants refuse to a(knovvledgc the com- 
petency of the Court at Naples, judgment in default is pionounced 
against them, and they are sentenced to i)ay the invoice amount 
of £192 plus the cost of the proceedings amounting to £7 15s. 
On the basis of this judgment the Naples firm brings proceedings 
against Hamilton & Martin in Manchester, and instruct a solicitor 
in Manchester to this end. The latter in his plaint demands that 
the execution of the judgment of the Commercial Court of Naples 
be admitted in Manchester, or alternately judgment for the payment 
of the invoice should be pronounced by the Court in Manchester. 
Thereupon Messrs. Hamilton & Martin also instruct their solicitor: 
the action is tried and the judgment is entered against the plaintiff. 
However, Messre. Hamilton & Martin would have to pay to the 
plaintiff the net proceeds of the compulsory sale of the prunes less 
their disbursements. 
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EXAMPLE 200~THE ORDER 


Hamilton & Martin, 

Fruit Merchants. 


Market Street, 

Manchester. 

ist Aug., 19 . . 


Messrs. Ambrose Cataneo & Co., 

Naples. 

Dear Sirs, 

We are in receipt of your offer of the 28th ult., and have 
pleasure in giving you an order for 5 tons of Prime Prunes, 
well dried and of nice quality, in accordance with the sample 
sent us at 24s. per cwt. c.i.f., London, per Messrs. Van Oppen 
& Co., in London, for re-forwarding to us. Payable against 
our acceptance at 90 days, packed free of charge in good wooden 
cases — delivery at once. 

We particularly request you to ship only perfectly dried goods, 
as otherwise the transport during the present hot season would 
be risky. 

Awaiting shipment in accordance with the sample. 

We remain. 

Yours truly, 

Hamilton & Martin. 

(S,r N.) •.'()! ) 


EXAMPLE 2ill -LETTER COVERlNfi THE INVOKE 

(Vc No •J(K)) 

Naples. 

9 th Aug., 19 . 

Messrs. Hamilton & Martin, 

Manchester. 

Dear Sirs, 

We have pleasure in sending you enclosed the invoice for the 
goods kindly ordered by your letter of the ist inst. Please 
credit us with the amount of the invoice, i.e., £192 per 8th Nov., 
payable against our draft. 

In accordance with your instructions we have shipped the 
goods c.i.f. London to Messrs. Van Oppen & Co., to be held 
for your order, and we are sending you a duplicate of the bill 
of lading. 

We have executed your order with the greatest care, and 
have selected well-dried goods of good quality only. We trust, 
therefore, that our shipment will meet with your full approval, 
and that you will remember us in case of any future requirements. 

We are, 

Yours faithfully, 

Ambrose Cataneo & Co. 
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EXAMPLE 202-TELEGRAPHlC COMPLAINT 

(Sec No. 2(H.) 

Telegram from Hamilton & Martin to Ambrose 



Cataneo, 

Naples 


To Cataneo... 



Naples 

Prunes 

1 

greatly 

maggot 

eaten 

unmerchantable 

acceptance 

refused 

i Place 

(it 

your 

disposal 

1 I.ctler 

follotos 

’ 


From 

(s,.- 20'J} 


EXAMPLE 203-CONFIRMATION OF TELEGRAM 

(Sr N.) 2l>2 ) 

Market Street, 

Manchester. 

2 nd Sept., 19 . . 


Messrs. Ambrose Cataneo & Co., 
Naples. 


Dear Sirs, 

The 100 Cases of Prunes invoiced to us on the 9th ult. reached 
us yesterday, and were immediately examined, but we regret 
our inability to accept the goods. We ordered well-dried goods 
of good quality, but you have sent us prunes totally unmerchant- 
able and unfit for consumption, most of them being in a very 
maggotty state, and in many cases there are large fat maggots 
crawling out of the half-rotten fruit. For this reason we 
telegraphed to you to-day as follows — 

“ Prunes greatly maggot-eaten ; unmerchantable. Accept- 
ance refused. Place at your disposal. Letter follows. 

We confirm our telegram, and request you to dispose of the 
goods at once, and refund to us our disbursement of £34 
freight from London to Manchester and duty, and oblige, 

Yours faithfully, 

Hamilton & Martin. 

(Sf- NV. W4.1 
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EXAMPLE 204-BEPLY: DECLINING UAfilLITY 

(See No. 203.) 

Naples. 

7th Sept., 19 . . 

Messrs. Hamilton & Martin, 

Manchester. 

Dear Sirs, 

To our astonishment we learn from your telegram and the 
subsequent letter, both dated the 2nd inst., that you refuse 
to accept the loo Cases of Prunes invoiced to you on the 9th 
August, alleging that the goods are maggotty and unfit for 
consumption. 

To this we beg to reply that we do not accept your complaint, 
but on the contrary insist upon the strict fulfilment of our 
contract, and demand you to acknowledge the amount of the 
invoice without any deduction, for the following reasons— 

(1) We have selected the Prunes in accordance with your 
order, in best perfectly dried goods, and for the sake of pre- 
caution, we asked several impartial witnesses to be present 
at the packing. These can certify that the goods were faultless. 
If your complaint is based upon facts, it is evident that the damage 
occurred during transport. 

(2) For damage incurred during transport we are not re- 
sponsible. The legal delivery of the goods took place in Naples, 
and without any doubt the Prunes were in perfect condition here. 
The responsibility for any damage incurred during the transport, 
in so far as it has been brought about by inherent decay, has to 
be borne by yourself, and we should never have taken this risk 
during the hot weather which prevailed at the time of shipment, 
and actually have not done so. We, therefore, decline any 
liability for an indemnity. 

(3) As we delivered the goods c.i.f. London, it was in your 
interest to have the goods inspected at Naples, or at the latest 
in London, where they passed into your possession. We 
decidedly object to an inspection in Manchester or to the attempt 
to saddle us with the responsibility of the result of such 
examination. 

We sincerely regret that you should have occasion to complain, 
but if you carefully consider the matter and weigh up the 
conditions from a legal standpoint, you will come to the con- 
clusion that you are not justified in trying to make us re- 
sponsible for the damage, since according to the contract of 
purchase, you have undertaken this responsibility yourself. 

We are, 

Yours faithfully, 
Ambrose Cataneo ft Co 

(See No. 305.) 
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EXAMPLE 20S-THE BUYER ENLISTS EXPERT OPINION 

(See No. 204.) 

Market Street, 

Manchester. 

9th Sept, 19. . 

The Chairman, 

The Chamber of Commerce, 

Manchester. 

Dear Sir, 

A firm in Naples has sent us a truck-load of Prunes with 
which we find fault on account of bad quality, and have placed 
the goods at the disposal of the sellers. As the latter, whom 
we advised of the facts, refuses to admit our claim, and as the 
matter therefore will have to be settled in Court, we beg to ask 
if you will kindly appoint an expert to examine the goods in 
question, and deliver an opinion which will hold good in law. 

We shall be glad if you can grant our request without delay, 
and remain. 

Yours faithfully, 

Hamilton & Martin. 

(.So<* So. 2(>G) 


EXAMPLE 206-THE OPINION OF THE EXPERT 

(StT No. 20> ) 

REPORT 

At the request of the Secretary of the Manchester Chamber 
of Commerce, I went this day, the 9th Sept., to the warehouse 
of Messrs. Hamilton & Martin, of this City, to examine a 
consignment of Prunes. 

Mr. Martin conducted me into the warehouse where, in a 
cool room, to which the sun had no access, I found 100 cases 
A. C. & Co., No. loi to 200. 

By reference to the Consignment Note of Van Oppen A Co., 
in London, and the invoice from Ambrose Cataneo & Co„ of 
Naples, of the 9th August, I convinced myself that it was a 
question of the shipment of the latter firm. 

The external appearance of the cases left nothing to be 
desired, since they were made from solid timber, well closed, 
and strongly fastened up without any external damage. 

I now had opened 30 cases taken at random from the whole 
shipment and emptiai, whereupon I examined the contend 
according to my best ability and conscience. As a result of this 
examination, I came to the following conclusions — 

(i) The prunes are not well dried, and a large number of 
them are maggotty. For thirty years during which I have 
been en^ed in the prune trade, I have never set eyes upon 
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such faulty goods, and I consider them absolutely unfit for 
consumption. 

(2) It is probable that the maggots have only developed 
during transport, but it is unthinkable that the insects which 
laid the eggs from which the maggots have developed should 
have penetrated the thick sides of the cases in the course of 
transport, and without doubt the maggot eggs were already 
in the prunes before they were packed. This is the more likely 
as such eggs are very difficult of discovery by a superficial 
examination of the goods. 


Manchfiter, 

9 th Sept, 19 ... 


(Signed) John Merchant. 


(S^'O No. 207 ) 


EXAMPLE 207-THE BUYERS SEND THIS EXPERT OPINION TO 
THE SELLERS AND EXPLAIN THEIR STANDPOINT 

No. 2W ) 

Manchester. 

9 th Sept, 19 .. 

Messrs. Ambrose Cataneo & Co., 

Naples. 

Dear Sirs, 

On receipt of your letter of the 7th inst., we immediately 
applied to the Manchester Chamber of Commerce for the 
appointment of an expert, a copy of whose report is enclosed 
herewith for your perusal. 

With reference to this report, we beg to reply to your letter 
as follows— 

1. You have not executed our order in accordance with our 
instructions, and instead of dry goods of nice quality you have 
sent us maggotty prunes only half dried. If these have suffered 
damage during the transport it is due to the fact that you have 
caused this damage by your own negligence in allowing maggotty 
prunes to be packed. If, therefore, your witnesses talk of faultless 
goods, this only proves that these witnesses were proceeding in 
the same superficial manner as your employees. 

2. We bought the goods c.i.f. London to be forwarded to 
us by Messrs. Van Oppen & Co., and you, therefore, knew that 
the goods had to travel right through to Manchester. We, 
therefore, possess the right to examine the goods here and 
make our complaint subsequently. Whether the place of 
fulfilment is Naples or London is quite immaterial in the present 
case. The deciding factor is that, both in English and in Italian 
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Lrw^ the ejcamlnation of the goods has to take place on arrival 
at their destination, and not at the place of fulfilment of the order. 

Thus your objections break down completely, and for the 
last time we must ask you to dispose of the goods and to refund 
to us our disbursements, on or before the 20th inst. If by that 
time you have not complied with our request, we shall have the 
goods sold publicly, and shall place the net proceeds less our 
costs, at your disposal. As the prunes become worse from day 
to day, it will be in your own interest to dispose of them as 
quickly as possible. 

Yours truly, 

Hamilton & Martin. 

[Sxs? No. 208 ) 

EXAMPLE 208-THE SELLERS PERSIST IN THEIR STANDPOINT 

(Set* No. 207 ) 

Naples. 

I2th Sept, 19.. 

Messrs. Hamilton & Martin, 

Manchester. 

Dear Sirs, 

We learn from your letter of the 9th inst., that in spite of 
our arguments, you persist in maintaining your standpoint. 
The same remark applies to ourselves. The expert opinion 
of which you send us a copy is in no way conclusive, since we 
do not acknowledge the competency of the Manchester Chamber 
of Commerce in this matter. Moreover, the expert himself 
admits that the maggots may have developed during transport, 
and it is therefore quite plain that the damage has to be borne 
by the person who has accepted the risk of the transport, and 
this person is plainly yourself and not us, seeing that we have 
sold and shipped the goods at the buyer’s risk. 

The reproach that we were negligent in the packing of the 
goods in so far that we did not discover that some of the prunes 
had maggot eggs in them, is totally unjustified, as we cannot 
be expected to examine each prune microscopically. 

We also maintain our previous contention that Naples is 
the place of fulfilment. For that reason, Italian law and Italian 
law courts alone are competent, and we shall therefore appeal 
to the Commercial Court here, of which fact you will kindly 
take note. 

You may do with the goods whatever you think fit, as they 
are your property, and we, therefore, are unable to dispose of 
‘hem. 

Yours faithfully, 

Ambrose Cataneo & Co. 
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On receipt of this letter, the buyers received a summons to appear 
before the Commercial Court in Naples on the 25th September. 
Hamilton & Martin reply that they do not acknowledge the com- 
petency of the Commercial Court in Naples, and refuse to be 
represented at the hearing of the action, 

(See No. 209 ) 

EXAMPLE 20I)-01VING INSTRUCTIONS TO SELL THE GOODS 
BY AUCTION 

(.S(>c No. 208) 

Market Street, 

Manchester. 

2ist September, 19. . 

The Secretary, 

The Manchester Chamber of Commerce. 

Dear Sir, 

By our letter of the 8 th inst,, we notified you of a case in 
dispute with a firm in Naples concerning a shipment of prunes, 
and we asked you to appoint an expert. The latter delivered 
his report on the 9 th inst. to the effect that the fruit was unfit 
for consumption. We have acquainted the senders of this 
opinion, but in spite of it they refuse to dispose of the goods. 
As the prunes become worse from day to day, we shall be 
glad if you will at once give instructions to have them sold 
by public auction. For your guidance we enclose copies of 
the letters so far exchanged with the firm in question, and 
from these you will see that there is no way out of the dilemma 
other than the public sale which we desire. 

Believe us, 

Yours faithfully, 

Hamilton & Martin. 

(Sot No 210.) 

EXAMPLE 210-BESULT OP THE PUBUC AUCTION 

(See No. 209.) 

Manchester. 

30th Sept, 19.. 

Messrs. Hamilton & Martin, 

Market Street, Manchester. 

Dear Sirs, 

In response to your letter of the 21st inst., we have ordered 
the sale by public auction of the truck-load of prunes refused 
by you : 

A. C. Sl Co. xoo Cases, 
lox/aoo 
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and wc place at your disposal the proceeds, less the costs of 
the auction, viz., Sixty-six pounds sterling. 

Yours faithfully, 

The Manchester Chamber of Commerce, 
W. Speakman, 

Secretary. 

(See No 211 ) 


EXAMPLE 211-ADVICE TO THE SELLERS 

(See No. 210) 

Market Street, 

Manchester. 

1 st Oct, 19 . . 

Messrs. Ambrose Cataneo & Co., 

Naples. 

Dear Sirs, 

In reply to our letter of the pth ult., we received yours of 
the I2th ult. As we had not received your instructions regard- 
ing the shipment of prunes by the zoth Sept., we applied for 
their sale by public auction. The net proceeds of this sale 
amount to £66, from which we deduct our disbursements for 
freight and duty £34, leaving £32, which we hold at your disposal. 


We are, 


Yours faithfully. 


Hamilton & Martin. 

(S(v No. 212.) 


EXAMPLE 212-NOTIFICATION OP THE JUDGMENT OF THE 
COURT AT NAPLES 

(See No. 211.) 

Naples. 

5 th Oct., 19 .. 

Messrs. Hamilton & Martin, 

Manchester. 

Dear Sirs, 

We confirm our letter of the 12th ult., and inform you that 
we have submitted our case to the Commercial Court here, 
who pronounced judgment in our favour on the 25th ult., 
sentencing you in default to the payment of our invoice amount- 
ing to £192, plus the costs of the action £7 15s., total £199 158., 
as you may see from the enclosed copy of the judgment. 

We shall be glad to learn whether you acknowledge the 
validity of this judgment and if not, wc shall appeal to the 
Court in Manchester to give effect to the judgment. 

Yours faithfully^ 

Ambrose Cataneo ft Co. 

^ (See No. 213.) 
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PRINCIPLES AND PRACTICE OF 


EXAMPLE 2t8-THE SELLERS INSTRUCT THEIR SOLICITOR 

(See No. 212.) 


Sydney Berry, Esq., 

Solicitor, Brazennose Street, 
Manchester, 


Naples. 

5th Oct, 19.. 


Dear Sir, 

We are indebted for your address to the Italian Consul of 
your city, and beg to make use of your services by instruct- 
ing you to enter an action against Messrs. Hamilton & Martin, 
of your city, concerning the recovery of a claim for ^199 15s. 

You will learn the precise facts from the enclosed documents, 
but for your better understanding we make the following 
comments and explanation of our instructions — 

Please obtain by an action the execution of the judgment 
of the Commercial Court here, dated the 25th Sept., and there- 
upon obtain payment of our claim of ^199 15s., either amicably 
or forcibly. 

If the Court of Manchester should declare the judgment of 
the Naples Court incapable of execution, we shall be glad if 
you will bring a fresh action for recovery of the amount of the 
invoice only, i.e., £192. 

In support of our claim, we beg to draw your attention to the 
following points — 

I. The place of payment is Naples, although we have sold 
the goods c.i.f. London, c.i.f. meaning cost, insurance, and 
freight. This c.i.f. delivery, however, only implies that the 
seller bears the cost of transport, but it in no way changes the 
place of transfer of legal ownership. 

From this it follows — 

(а) The risks of transport, in so far as they have not been 
transferred to a third person by insurance, are to be borne 
by the buyer, and not by the seller. 

(б) The examination of the goods and the objections raised 
thereto ought to have taken place in Naples and not in Man- 
chester, and the opinion of the expert appointed by the 
Chamber of Commerce, therefore, does not in any way 
concern us. 

(c) The settlement of this dispute is subject to Italian law, 
and the Italian Courts, and the latter have pronounced 
judgment in our favour. 

II. If the Court in Manchester should hold that the judgment 
in question cannot be executed and that a fresh action has to 
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take place, it must be taken into consideration that the goods 
were in a perfectly sound and good condition at the time of 
shipment, a fact which can be proved by six witnesses. If then 
the shipment manifested considerable defects on arrival in 
Manchester, these have occurred during transport owing to the 
great heat and dampness. As, however, in accordance with 
English law, the buyer is responsible for the risks of transport, 
the Court in Manchester will be bound to give judgment in our 
favour. 

III. The opinion of the Manchester expert, apart from the 
fact that it is invalid for reasons afore-mentioned, must be 
opposed on points of fact. In the first instance, examination 
was not made in due time, considering that the goods arrived 
in Manchester on the ist Sept., and the expert’s report is dated 
the 9 th Sept. It is a well-known fact that such goods have 
to be examined, unpacked and aired immediately on arrival. 
The buyers have omitted to do this, and they thus have not 
acted with the care of a proper merchant, but have made 
themselves responsible for the defects in question. 

Furthermore, the examination must be regarded as an 
unsatisfactory one, as only thirty cases were examined, and 
there is no proof that the remaining seventy cases showed the 
same defects. 

IV. The expert himself asserts that the maggots must have 
developed during transport, and this is of great importance 
for us. When he argues that the maggot eggs were already 
present in the goods at the time of packing, and from this draws 
the conclusion that the senders did not exercise sufficient care 
in packing, this is a very remarkable suggestion. In order to 
discover these minute eggs which lie hidden in the interior of 
the fruit, it would be necessary to examine each prune 
microscopically — work which would take years to do. 

For the rest we leave this matter in your hands, fully confident 
that you will carry the action through successfully. 

If you require any further particulars we shall be glad to 
furnish them on application. 

In the inclosure, in addition to the power of attorney signed in 
blank, you will find a cheque for ^8, which kindly use to pay 
the expenses of the action. 

Please acknowledge receipt of this immediately on arrival, 
and keep us informed of the progress of the case. 

We are, 

Yours faithfully, 

Ambroie Cataneo & Co. 
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PRINCIPLES AND PRACTICE OF 


EXAMPLE 214--IN8TRUCriONS TO THE DEFENDANTS^ 
SOLICITOR 

(See No. 213.) 


J. Pheathean Monks, Esq., 
Solicitor, 

Bolton. 


Market Street, 
Manchester, 
joth Oct, 19 . . 


Dear Sir, 

In view of the fact that, in course of a conversation with our 
Mr. Martin, you express^ your willingness to represent our 
interests in the action against Ambrose Cataneo & Co., of 
Naples, we beg to hand you the documents referring to this case, 
at the same time giving you our views on the matter. 

(i) The request of the plaintiff to obtain execution of the 
judgment of the Commercial Court in Naples must be opposed 
as, in accordance with English law, the defendant has to be 
summoned before the proper judge at his place of residence. 
This right of the British citizen is bound to protect us against 
the judgment of the Naples Court. 

(a) As regards the application by the plaintiff for a new 
trial in Manchester, two questions have to be considered— 

(a) Were we within our rights in not examining the goods 
until they reached Manchester, or, are the plaintiffs right 
in their assertion that the examination of the goods and the 
objection thereto, ought to have taken place in Naples ? and, 

(b) Has it been proved that the defects of the goods already 
existed in Naples, or, have they arisen during transport without 
any fault of the sellers ? 

As regards the first query, there is no doubt that examination 
of and objection to a shipment may take place at the destination. 
This is not only in the nature of the matter itself, but it is a 
general commercial usage. The place of delivery is the place 
where the goods are at the moment of sale, and where they pass 
into the ownership of the buyer. If, however, they are to be 
shipped to a buyer who lives a considerable distance away, it is 
natural that the right of examination must be reserved to the 
buyer who can only exercise these rights at the place where he 
receives the shipment, i.e., at the place of destination. 

Moreover, the contract of sale stipulates that the prunes should 
be forward^ via London to Manchester, and thus the sellers 
were quite aware of the fact that Manchester was the place of 
destination. They therefore have no claim to dispute our right 
to examine the goods here. 
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In our opinion the second question has been decided by the 
expert’s report, which shows that the prunes were not well 
dried and of good quality, and that the eggs from which the 
maggots developed must have been present in the fruit already 
at the time of dispatch. The contrary testimony of six persons 
in Naples is capable of being upset, as the evidence of these wit- 
nesses has not been given officially. Quite possibly they have 
been bought, otherwise they could not assert that the goods were 
faultless, in view of the fact that it has been proved that they 
were already maggotty, undried and infected with eggs. The 
assertion of the plaintiff that the eggs could only be discovered 
by microscopic examination, cannot be upheld, as the eggs of 
blue-bottles of which it is a question, are so large that they can 
be discovered without microscope or without magnifying glass. 

(3) We expressly ordered well-dried prunes of good quality, 
but have received badly dried, maggotty, uneatable goods, and 
we are, therefore, perfectly within our rights to cancel the 
contract and place the goods at the disposal of the sellers. 

(4) As you can see from the documents, all steps which we 
have taken in this matter have been taken under proper observa- 
tion of the legal requirements and formalities, We imme- 
diately advised the sellers by telegram of the result of the exam- 
ination ; we had the expert appointed by the Chamber of Com- 
merce, and also the sale of the goods supervised by them ; and 
at each step we have advised the sellers at whose disposal we 
have finally placed the net proceeds of the sale. 

Our behaviour in this matter, therefore, has not only been 
perfectly straightforward, but it has also been loyal ; for in 
consideration of the great loss incurred by the sellers, we have 
waived our claim to any indemnity or to the delivery of the proper 
goods. 



Inclosures . — Documents and evidence. 


(See No. 215.) 


17H1410I) 
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EXAMPLE 216-ADTICE OF JUDGMENT BY LETTER FROM 
PLAINTIFF’S SOLICITOR 

(Sec No. 214.) 

Manchester. 

14 th Oct., 19 .. 

Messrs. Ambrose Cataneo & Co., 

Naples. 

Dear Sirs, 

In accordance with my letter addressed to you on the 7th 
inst., your action against Messrs. Hamilton & Martin was heard 
on the 12th inst., and I am sorry to say the judgment is not 
favourable to you. The Court declined your request to have 
the judgment of the Commercial Court at Naples executed, and, 
likewise, it also threw out your application for payment of the 
invoiced amount. The defendants are only obliged to hand 
over to you the net proceeds of £32, and you have to bear the 
costs of the action as well as those of the plaintiff’s solicitor, 
amounting altogether to £ 12 . 

Herewith I give you the principal points in support of this 
judgment — 

(1) According to English law, it is not admissible that a British 
citizen resident in Manchester should be cited before a foreign 
Court of law and there sentenced in his absence, and the judg- 
ment subsequently be legalised in Manchester. Every British 
citizen has to be cited before the judge in his place of residence. 
The Court of law competent in the present dispute is, therefore, 
the Court in Manchester and not that in Naples. 

(2) From the contract of sale it is clear- that Naples is the place 
of delivery. The condition c.i.f. London does not alter the place 
of delivery, but only expresses the consignor’s liability to pay 
the charges for freight and insurance to Liverpool. For this 
reason, as far as the material question is concerned, the case is 
subject to judgment according to the Italian law, whilst for the 
action itself the Manchester Court is competent. 

(3) Where goods are purchased at a distance, the Italian 
law grants the buyer the right to examine the goods at the 
place of destination, and to make complaints in reference 
thereto. The defendants had thus no obligation to examine the 
goods in Naples, and the opinion of the Manchester expert holds 
good. 

(4) The objections to this expert’s opinion on the part of the 
plaintiff, alleging that the examination did not take place at 
the proper time and was superficial, cannot be upheld. If a 
shipment consists of a large number of packages containing, 
according to the invoice, the same kind of goods as was the case 
here, it is neither nedessary nor customary to examine each 
individual package. 
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( 5 ) The question as to whether the defects were already 
present at the time of shipment or whether they arose during 
the journey, has been settled by the expert’s opinion. The 
maggots must have developed from eggs originating from flies, 
which could not have penetrated the thick sides of the cases, 
and therefore the cause of the alleged defects must have been 
present at the time the goods were dispatched from Naples, 
and it might have been discovered by the exercise of due care. 

(6) The contrary statement of six persons in Naples cannot 
controvert the fact that the prunes must have contained maggot 
eggs. At the most these persons can certify that they have not 
seen any maggots or maggot eggs, but this testimony does not 
by any means prove that maggot eggs were not present. 

(7) Even according to Italian law, the seller is responsible 
for any defects in the goods which existed at the time of dispatch, 
unless it is proved that these defects were known to the buyer, 
or that he should have discovered them by the exercise of ordinary 
prudence. This latter case would arise if the samples, on the 
basis of which the sale was concluded, showed the same defects 
as the goods. This is not alleged, however, even by the plaintiff. 

(8) From the beginning the buyers have taken the measures 
prescribed by law, and their application is therefore to be 
granted and the plaintiff’s case is to be rejected. 

I abstain from making any comment in regard to the judgment 
given, or to the validity of the foregoing arguments, but at the 
same time I assure you that I have used my best endeavours 
to convince the Court of the justification of your plaint. 

The question now arises whether you want to carry the case 
to the Court of Appeal or not. In the event of your wish to 
appeal, you must notify me by return as the term of appeal 
expires on the 22nd December. It is my duty, however, to 
inform you that, in my opinion, there is very little hope of 
obtaining a revision of the judgment already given. 

Awaiting the favour of your reply, 

1 remain. 

Yours faithfully, 

(SfcXo. 2iff) Sydney Berry. 


EXAMPLE 216-THE 
Sydney Berry, Esq. 


REPLY OF THE 
SOLICITOR 

iw \o. 21 S) 


PLAINTIFF TO HIS 


Naples. 
17th Oct, 19.. 


Dear Sir, 

We have duly received your letter of the 14th iiMt., advising 
us of the unfortunate issue of our action against Messrs. 
Haimlton k Martin. It is far from us to make any rq>roach 
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to you in the matter, yet we consider the judgment of the Man- 
chester Court as an unjust one. As you doubt the success of an 
appeal, however, we shall abstain from carrying the matter any 
further, and authorise you to collect the amount in question 
from Messrs Hamilton & Martin, and let us have your statement 
of account. 

Kindly remit us the balance of our credit by cheque and oblige. 
Yours faithfully, 

Ambrose Cataneo & Co. 

No 217) 


EXAMPLE 217-SUBSEQUENT ATTEMPT TO MAKE A 
COMPROMISE ON THE PART OF THE] PLAINTIFF 

(S<T No. 21 fi) 

Naples. 

Messrs. Hamilton & Martin, 17th Oct., 19.. 

Manchester. 


Dear Sirs, 

Having received advice of the unfavourable issue of our action 
against you, we now beg to appeal to your sense of fairness, 
and to ask you, in view of the great loss incurred by us through 
this unfortunate transaction, which exceeds the sum of £ 200 , 
to grant us a voluntary contribution of £ 60 . 

In making this request we will abstain from useless criticism 
of the judgment which to us appears unjust, and will merely 
draw your attention to the fact that the judgment of the Com- 
mercial Court of Naples holds good in law. This being the 
case, we have a claim upon you for the amount of £199 i6s., 
which throughout the whole kingdom of Italy is indisputable, 
and we have the right to place an arrest upon all goods which 
may lie here in Italy as your property, or which may happen to 
be in transit here, as well as on all your claims in our country, 
and to indemnify ourselves from the proceeds as far as our claim 
is concerned. You will probably understand that we shall 
endeavour to make use of this right where and when we have 
an opportunity. In this case we are as well within our right as 
yourselves, when under the protection of your own Courts, you 
refuse to pay our claim. 

It stands to reason that we shall avail ourselves of this right 
very unwillingly, and we therefore make you a proposal by which 
an amicable settlement may be reached. If you accede to our 
reasonable request, we undertake to renounce our right to any 
further steps in the matter. 

Awaiting your favourable reply. 

We remain, 

Yours faithfully, 

Ambrose Cataneo ft Co. 

(See Na 2Ja) 
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EXAMPLE 218-BEJECriON OF THE PLAINTIFF’S PROPOSAL 


Messrs. Ambrose Cataneo & Co., 

Naples. 

Dear Sirs, 

We received your letter of the 17th inst., but very much 
regret to be unable to accede to your suggestion to pay you a 
voluntary contribution of £60 for the damage incurred by you. 

Seeing that the Court has given judgment, we consider the 
matter as definitely settled, and therefore take no notice of your 
threat, the execution of which undoubtedly would not be 
supported by any Court. 

The appeal to our sense of fairness we consider unjustified, 
as we have in no way caused this loss, which is to be attributed 
entirely to the careless execution of our order. 

Considering the loss --direct and indirect - and the annoyance, 
cost, and trouble of all sorts which have accrued from this 
transaction, we think we have paid quite dearly enough for the 
pleasure of doing business with you, and we now consider the 
correspondence closed. 

Yours faithfully, 

Hamilton & Martin. 


TKST PAIM*:R XXXI 

1. Summarise the letters given m the examples 

2. Construct a series of transactions on the basis of those given in 
the examples, and giving instructions to the solicitors as in Example 214. 

3. A firm in Manchester sends to two customers Linseed Oil of the 
same quality. One of the customers is .satisfied, but the other places 
the go^s at the disposal of the consignors The latter offers a small 
reciuction in price, but the customer wants to have the price reduced 
still further. The t?wisignors refuse to acquiesce m this, and meanwhile 
sell the goods to another customer Draft the letters embodied in the 
above remarks. 

4. In the transaction described in the last (piestion, the con-signors, 
Thomas Makin & Co , refuse further delivery of the 20 ciisks of Linseed 
Oil, and claim an indemnity of ;^20 for the customer’s refusal to take 
delivery. The customer, R6ne Fonzes, of Marseilles, in order to enforce 
re-delivery, and to bring an action against the consignors, deposits j^20 
vidth the district Court in Marseilles through his solicitor, to whom he 
gives detailed instructions. He sends to his solicitor a duplicate of the 
sample which he gave to Makin & Co. at the time of giving the order, 
and this sample is examined by an expert and compared with the 
quality of the 20 casks. The expert's opinion Is to the effect that the 
sample is of the same quality as the whole shipment Draw up the 
correspondence between R6n^ Fonzes and his solicitor in Marseilles. 



CHAPTER III 

The Trader and the Patent Office 

THE PROTECTION OF TRADE MARKS.— A trader or manufacturer 
has a natural desire to maintain the confidence in regard to his 
goods which he has obtained in the course of years amongst his 
customers. It is, therefore, obvious that he should wish to make 
his goods or their packing easily distinguishable from those of his 
competitors. Originally the firm-name or the name of the trader 
was selected as the mark for the goods, but for reasons of greater 
suitability illustrative marks or signs were gradually adopted. 
These usages in trade and manufactures, however, are of value only 
if they are protected by the law, and most countries therefore have 
enacted laws for the protection of trade marks. In England the 
Trade Marks Act, 1905, contains the law upon the subject. 

THE REGISTRATION OP TRADE MARKS.— Any business man 
who wishes to use a trade mark in order to distinguish his goods 
from those of others, can register this mark with the comptroller 
at the Patent Office; and notice of a trade mark has to be given in 
writing. An application form can be obtained at all the chief Post 
Offices for the sum of lOs. The application (see Example 219) must 
give a description of the kind of business in which the trade mark 
^ is to be used, a list of the goods to which it is to be applied, together 
with a plain illustration and, if necessary, a description of the trade 
mark. Protection is granted in the first instance for a period of 
fourteen years, but at the end of that time the registration may 
be kept in force for another fourteen years upon payment of a 
renewal fee of £1, and so on from time to time at the expiration of 
each period. 

RIGHTS CONFERRED BY THE REGISTRATION OF TRADE MARKS.- 
The registration of a trade mark has the effect of conferring upon 
the person registering it, the exclusive right to employ the same on 
his goods or upon their packing, and thus to bring them into the 
market. It also gives him the exclusive right to use the trade 
mark on any circulars, parcels, business letters, or on any other 
kinds of stationery. 


2S2 
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The violation of those rights entails the liability to indemnification 
and the liability of prosecution. 

The rights obtained by the registration of a trade mark pass on 
to the legal representatives of the person having so registered them, 
and the rights may also be transferred by contract or by will to 
other persons. 

The registration of a trade mark may be cancelled at any time 
on the application of its possessors, whilst, on the other hand, 
cancellation by the Patent Office takes place— 

(a) If the period for which the fee has been paid has expired, 
and, 

{h) If reasons are discovered why the registration ouglit not 
to have been granted. 

PATENTS, — The Protection of a Patent. For any invention 
which a business man either makes, purchases, or inherits, and 
which admits of commercial exploitation, he may obtain the 
exclusive right to manufacture the article in question, to bring it 
into the market, exhibit it for sale or in any other way use it, by 
having the invention registered as a patent at the Patent Office 
under the Patents and Designs Act, 1907. 

The Patent. Notice of any individual invention has to be given 
in writing, and forms of application are obtainable at any Money 
Order Office. This form is sent, along with his Provisional Specifica- 
tion or Complete Specification, to the Comptroller-General at the 
Patent Office and must contain — 

(1) A short but exact description of the article forming the 
subject of the invention. 

(2) A declaration that a patent should be granted for the 
article described. 

(3) The name, address, and occupation of the applicant. 

(4) A list of the various enclosures with the application. 

The Proeedare. The Patent Office examines the claims of the 
article to protection, and in the event of finding that the title has 
been established, the application is advertised in the Official 
Journal (Palents). This gives provisional legal effect to the patent. 

Any objection to the granting of a patent has to be sent in within 
a period of two months from the date of the advertisement of the 
acceptance of the Complete Specification, and the patent which is 



PKINCIPLES AND PRACTICE OF 


254 , 


subsequently granted is entered on the patents roll, giving the class, 
the number, the object and the commencing date of the patent, as 
well as the name and place of residence of its possessor. For any 
improvements on the patent, the inventor thereof may acquire a 
supplementary patent. In England a patent is granted for a period 
of fourteen years, and is maintained in force by payment of annual 
renewal fees after the end of the fourth year. A patent may be 
cancelled if any reasons are discovered why it should not have 
been granted; for instance, the fact that the invention was not a 
new one. 
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EXAMPLE 2W-APPIICATI0N FORM 

OfBcitl Form. Wo Chtffe. 

Form TM No. 2, 

TRADE MARKS ACT, 1905. 


Application for Registration of Trade Mark 
(other than Cotton Mark). 


Onf reprc- 
^■Illation lo b« 
hxed within 
this square, 
and (ourothen 
to bp sent on 
wparatf Foritti 
IMNo V 


Kppfpipnta* 
tiorii of a IW' 
KIT site may 
bo folded, but 
must then be 
mounted upon 
linen arid af> 
(ixwl hereto. 


TRADE 

MARKS, 

10s. 


Application is liercby made for l^e^^i^tralion of 
. mnsi 'nfem: thc accompaiiyiiig Trade Mark in Class . 

'■Ill till' same (lass . , e / \ 

siioiiid be set out in respect of (a) - - — 

turf. A s(p.irate 

•ipplK'atKm form IS — - - • 

ri 'inired for each r 

M'lratc ci.i,s. jn the name of (o) 

[Aefi/ms and desmfifwn] _ 

('>) Hero insert 

I’s’ibiy the full trading as . - - --- - 

I line, address and • i \ 

'i-MTiption of thc who claims to be the proprietor thereof (r). 

‘ii'lividnal, firm, or * . , / i • 'r i 

' 'inpariy. Add not claiiTi the registration of this Irade 

ir.iliiiR style (if ” 

' Mark under thc special provisions of paragraph 5 

,,i Au„ 10 of Section 9 of the Trade .Marks Ad, im, in regard 
'Tiii'l! to names, signatures, or words. 

"t in thc case of 

"hrm or company. (Signed) 

Dated the day cf 19... 

^ Registrar, 

PaUfU Office, Trade Marks Branch, 

25 Southampton Buildings, Chancery lane, 

London, W.C. 
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(reverse side of trade marks application form). 

Extract from the Trade Marks Act, 1905. 


SECTION 9. 

ade*mS»* ^ rcgistrablc trade mark must contain or consist 
of at least one of the following essential particulars:-— 

(1) The name of a company, individual, or firm 
represented in a special or particular manner; 

(2) The signature of the applicant for registration or 
some predecessor in his business; 

(3) An invented word or invented words; 

(4) A word or words having no direct reference to 
the character or quality of the goods, and not 
being according to its ordinary signification a 
geographical name or a surname; 

(5) Any other distinctive mark, but a name, signature, 
or word or words, other than such as fall 
within the descriptions in the above paragraphs 
(1), (2), (3), and (4), shall not, except by order 
of the Board of Trade or the Court, be deemed 
a distinctive mark; 

Provided always that any special or distinctive word 
or words, letter, numeral, or combination of letters or 
numerals used as a trade mark by the applicant or his 
predecessors in business before the thirteenth day of 
August one thousand eight hundred and seventy-five, 
which has continued to be used (either in its original 
form or with additions or alterations not substantially 
affecting the identity of the same) down to the date of 
the application for registration shall be registrable as 
a trade mark under this Act. 

For the purposes of this section " distinctive " shall 
mean adapted to distinguish the goods of the proprietor 
of the trade mark from those of other persons. 

In determining whether a trade mark is so adapted, 
the tribunal may, in the case of a trade mark in actual 
use, take into consideration the extent to which such 
user has rendered such trade mark in fact distinctive 
for the goods with respect to which it is registered or 
proposed to be registered. 
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ENCLOSURE 

Ho Chme fof the Form. 

Form TM No. 3 . 

TRADE MARKS ACT, 1905. 


Additional Representation of Trade Mark, to accompany 
Application for Registration (other than Cotton Mark). 


One roprciPiitation 
"f the trade mark to 
h' affixed withm this 
snuare. 

It must correspond 
naclty, in all respects, 
with the representation 
-ilhxe<l to the Applira- 
11’ 'll Form, 


^ ly representation 
yf a larger size than 
I 'llscap may be folded, 
hut must then be 
mounted upon linen 
I’ld affixed hereto. 


Four of these Additional Representations of the** 
Trade Mark must accompany each Form of Application* 
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EXAMPLE 220-APPLICATION FORM 
No Chtrge f or the Forn . 

Patents Form No. i. 

TaTENT patents and designs act. 1907. 

£1 (To be accompanied by two copies of Patents 

' Form No. 2, or of Patents Form No», 3.) 

Application for Patent. 

(«) Here insert (»« (fi\ f 

/«//) name, address and ^ > 

calling of applicant or 

applicants. — - - — 


do hereby 

declare that I am (or we arc) in possession of an invention 


(A) Here insert title thc title of wllicll is (ft) 
of invention. 


(c) In the case of 
more than one appli- 
cant, state here who is 
or are the inventor or 
Inventors. 


that (c) 

claim to be the true and first inventor thereof; and 

that the same is not in use by any other person or persons 
to the best of my (or our) knowledge and belief; and I 


(or we) humbly pray that a patent may be granted to me 


(or us) for thc said invention. 


((f) To be signed by 
applicant or applicants. 

In the COSO of a 
Finn, each member of 
the Firm mnst sign. 


Dated thc. 

W-. 


-day of. 


19. 


Note. — O ue of thc two forms on the back hereof, or a separate 
authorisation of agent, should be signed by the applicant or applicants. 


To the Comptroller, 

The Patent Office, 25 Southampton Buildings, 
Chancery Lane, London, W.C. 
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(1) Where appliccUion is made through an Agent {Rule 9). 


I (or We) hereby appoint 

of 

to act as my (or our) Agent in respect of the within applica- 

tion for a Patent, and request that all notices, requisitions and 

communications relating thereto may be sent to Mich Agent 

at the above address. 

Dated the. day of 19.,.. 

• To be signed by applicant ^ ..... — 

or applicants. 


(2) Where application is made without an Agent {Rule 8). 


I (or We) hereby request that all notice^, requisitions, and 
communications in respect of the within application may be sent 

to - - 

at 

Dated the day of 19 


* To be signed by applicant *. 
or applicants. 
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ENCLOSURE 

Ho Ohtne lor the Form. 

Patents Form No. 2. 

To be issued with Patents Forms Nos. i, or i”. 

PATENTS AND DESIGNS ACT, 1907. 

Provisional Specification. 

' (To be furnished in Duplicate.) 


(«) Here insert title 
verbally agreeing with 
that in the application 
(orm. 


{«) 


J b) Hero insert (in 
) name, address and 
calling of applicant or 
appilcants as in appli* 
cation form. 


{b) I (or WC)_ -- 


do hereby declare tlie nature of tliis invention to be as 
follows; — 

(e) Here beg'n de* (c) 

acription of the nature 
of the invention. The 
continuation of the ' 

sBtclScatioa should be 

i^a svide»rulcd paper 

01 the same siae, on one 

tide only, with a mar* _ _ _ 

|dn of one Inch and a 
naif (Ml the left*hand 

part of the paper. The 

ipecifioation and the 

duplicate thereof must _ _ 

be lifoed at the end 
and dated (thus) : 

“Dated the 

day of , 19 
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ENaoSURE 

Wft Chtrye tor the Fomt 

Patents Form— No. 3. 


PATENT 

I 

£3 i 


PATENTS AND 
DESIGNS ACT, 
1907. 


Whrr** proMsi.Mia] or 

ip-cifiratioii!. ha\e bwn left, quote 
No. or Nils, and date or dates. 

No. 

Dite 


' COMPLETE SPECIFICATION. 


(To b« famished in DapIic«to-one nniUmped.) 


(a) Here insert title 
\crbally agreeing with 
that in the application 
i irni. 


(a) 


(ft) Here insert (iti 

full] name, address and J (Ol* ^i(»\ 

< ailing of applicant or \ / ' 

applicants as in appli- 
lationform. 


(f) Here begin full 
dewnption of inven- 
tion. The continuation 
of the specification 
should be upon wide- 
ruled paper of the same 
SI?.", on one side only, 
with a margin of one 
inch and a half on the 
left-hand part of the 
paper. The completion 
of the description 
should be followed by 
the words; " Having 
now particularly de- 
scribea and ascertained 
the nature of my (or 
our) said Invention, 
and in what manner 
the same is to be per- 
formed, 1 (or we) de- 
clare that what I (or 
we) claim is:’’. After 
which should be writ- 
ten the claim or claims 
numbered consecu- 
tively. 

The specification 
and the duplicate 
thereof must be signed 
at the end and dated 
(thus); Dated the 
day of 
19 


do hereby di'clare the nature of this invention and in 
what manner the same is to be performed, to be parti- 
cularly described and ascertained in and by the following 
statement: — 

(c) - 




Note. — In the preparation of the claim or claims careful attention should be ttie 

terms of Rule 14 of the Patents Rules, 1908. Any unnecessary mujUplicity of claiiM « 
prolixity of language should be avoided. This Rule is as folkwis; — The ttatemmt OMW 
mvention claimed, witH which a complete specification must end, shall be clear and socctnct 
as wen as separate and distinct from the body of the spedficatioo. 
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TKSr 1>APKR XXXII. 

1. On the 15th Nov., 19. Messrs. Knowle.s & Sons, of Bolton, for- 
ward to the Patent Office four designs of the drawing of a loom which 
they desire to have registered as a trade mark in connection with the 
firm’s cotton goods. A cheque in payment of the registration fee is 
enclosed. Write an* application for the registration of the trade mark. 

2. What arc the rights conferred by the registration of a trade mark ? 

3. Explain the procedure in the registration of a trade mark. 

4. What do you know of the Patents and Designs Act, 1907 ? 

5. What is the procedure necessary in the registration of a patent ? 



CHAPTER IV 
The Trader and the Revenue Authorities 

The idea and nature of the public revenue arc closely connected 
with the functions and aims of the State. The State is the largest 
social unit and is the representative of the prevailing moral ideas. 
To it the citizen belongs with his possessions and, if necessary, his 
life, and in return for the duties he performs, the State confers 
upon him certain privileges known as rights. The power of the 
State as the supreme authority is intimately connected with our 
social conditions. The acknowledgment of the right of the State 
to exist, however, immediately entails a duty on the part of the 
subjects to furnish the necessary means for the maintenance of the 
State, i.e., the subjects have to pay taxes. These taxes are the 
compulsory contril)utions of the wealth of the citizens which it is 
their duty to make in order to establish and maintain the State 
economically. In this country taxation is either local or imperial, 
direct or indirect, and its incidence is based sometimes on ability, or 
fancied ability to pay, and at other times on value or services received 
The chief sources of the British revenue arc as follows— 

(1) The Income Tax, which is the most important of the direct 
forms of taxation. 

(2) The Customs Duties. These arc taxes on commodities as 
they pass the frontier, whether inwards or outwards. 

(3) The Excise Duties. These are taxes on commodities made 
within the country, and arc generally levied whilst the commodity 
is being produced. 

• (4) The Post Othce, which is the one Imperial source of revenue 
which is paid according to results, i.e., per unit of ser\'icc rendered. 

(5) Stamps on documents, etc. 

(6) The Land Tax, 

(7) The House Duty, which contributes about six times 
much as the land tax. 

(8) Crown Lands. 

(9) Suez Canal Shares, 

(10) Miscellaneous Licences. 

The great bulk of the trader’s correspondence in regard to the 
State’s revenue has reference to the first three of these sources. 
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EXAMPLE f21-APPlICATI0N FOB ASSESSMENT 

76 Tooting Road, S.W. 

22nd May, 19.. 

The Assessor of Taxes, 

(Mr. B. Adams), 

42 Kingston Street, S.W. 

Dear Sir, 

In forwarding my Income Tax Return for the year I9i9>20, 
I wish to inform you that I desire the assessment to be made 
by the Special Commissioners of Income Tax and not by the 
Local General Commissioners. 

Yours faithfully, 

J. Thomson. 

(See No. 222 ) 


EXAMPLE 22Ji-^REPLV 


J. Thomson, Esq., 

76 Tooting Road, 


(Sa‘ No. 221.) 

42 Kingston Street, S.W. 

24th May, 19.. 


S.W. 


Dear Sir, 

In reply to your letter of the 22nd inst., I beg to state that 
I have referred the matter to H.M. Inspector of Taxes, to whom 
all inquiries and communications regarding assessments should 
be .addressed. 

Yours faithfully, 

B. Adams. 

(Sec No. 223.) 


BXAMte 226-NOTlCE OF ASSESSMENT UNDER SCHEDULE E 

(See Na 222.) 

Government Buildings, 

The Broadway, S.W. 

28th May, 19.* 

Thomson, Esq., 

76 Tooting Road, S.W. 

Dear Sir, 

In reply to your letter of the 22nd inst., addressed to the 
Assessor of Taxes, I beg to inform you that as an employee of a 
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Limited Liability Company you are assessable under Schedule 
“ E. ” The Special Commissioners of Income Tax have no 
legal authority to make assessments under that Schedule, and you 
will therefore fall to be assessed in the ordinary way by the 
local General Commissioners. 

Yours faithfully, 

F. Smith, 

H.M. Inspector of Taxes. 

(S(v No. 224 ) 


EXAMPLE 224 IMSPlTINd THE CORHEITNESS OF THE 


ASSESSMENT 

(Sec No 22'n 

76 Tooting Road, S.W. 

loth October, 19 .. 


H.M. Inspector of Taxes, 
Government Buildings, 
The Broadway, S.W, 


Dear Sir, 

I have received the Notice of Assessment informing me that 
I have been assessed at i^oo for the year 1919-20. Will you 
kindly note that my return was for ^390, and that so far as I am 
aware it was in order. The difference between us is that you 
have assessed me on my salary for the current year, instead of 
on my average salary over the past three years. 

Yours faithfully, 

' Thomson. 

N.), 22 s ) 


EXAMPLE 225--JUSTIFYIN(i THE AKSESSBpjlT 

(<v< Nfi 224 ) 

Government Buildingi, 

The Broadway, S.W. 

15 th October, 19 ,. 

J. Thomson, Esq., 

76 Tooting Road, S.W. 

Dear Sir, 

In reply to your letter of the loth inst., I beg to inform you 
that assessments under Schedule ' are required to be made 
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'on the actual salary of the year, and that this rule is only departed 
from in the case of subordinate employees. As you are General 
Manager to your Company, the assessment would appear to be 
in order. 

Yours faithfully, 

F. Smith, 

H.M. Inspector of Taxes. 

(sif No. m.) 


EXAMPLE 22ft-APPLl(lATION FOR ASSESSMENT ON THREE 
YEARS’ AVERAGE 

(SiM! No. 2'lx) 

76 Tooting Road, S.W. 

1 8th October, 19.* 

The Secretary, 

Board of Inland Revenue, 

Somerset House, W.C.2. 


Dear Sir, 

I beg to enclose a copy of correspondence between myself and 
the local Inspector of Taxes. You will observe that the Inspector 
of Taxes refuses to allow me to be assessed according to my 
average receipts in the past three years. I shall be obliged if 
you will give instructions for my request to be acceded to. 

Yours faithfully, 

J. Thomson. 

(.St^ No, 227.) 


EXAMPLE 227-REPLY 

(Sec No. 226.) 

Inland Revenue Department, 

Somerset House, W.C.2. 

a4th October, 19.* 


J, Thomson, Esq., 

76 Tooting Road, S.W. 


Sir, 

1 am directed by the Board of Inland Revenue to acknowledge 
the receipt of your letter of the i8th inst., and in reply to inform 
you that any objection to your assessment is a matter for 
determination by the local General Commissioners of Income 
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Tax. Facilities will be given you should you wish to appeal to' 
those Conunissioners. 

I am, Sir, 

Your obedient servant, 

C. G. Spry, 

Assistant Secretary. 

(See No, 2‘>8) 


EXAMPLE 228- OFFERING RIGHT TO APPEAL 

(Sec No. 227 ) 


J. Thomson, Esq., 

76 Tooting Road, S.W. 


Government Buildings, 

The Broadway, S.W. 

24th December, 19. . 


Dear Sir, 

I cannot trace any communication from you with reference 
to the letter of the Board of Inland Revenue dated 24th October, 
19... If you wish to appeal to the Commissioners will you 
kindly let me know. 

Yours faithfully, 

F. Smith, 

H.M. Inspector of Taxes. 

(Sc- N'o TO*} 


EXAMPLE 229- REFUSAL AND OFFER 

(S.^ NV> 228) 


H.M. Inspector of Taxes, 
Government Buildings, 
The Broadway, S.W. 


76 Tooting Road, S.W. 

jst January, 19. . 


Dear Sir, 

In reply to your letter of the 24th ultimo, I object very s^ongly 
to the difference made between an officer of a Limited Liability 
Company and an important employee of a private concern who 
is always allowed to be assessed on average. I find, however, 
that this distinction is in accordance with the law and I see no 
use in appealing. 

Yours faithfully, 

J. Thomson. 
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TEST PAPER XXXIII. 

1 . Stanley R. Heddon, of Manchester, traveller of the firm of L. S 
Butt, Sons & Co., appeals on the 8th March against an excessive assess- 
ment. His income, according to the evidence he produces, does 
not amount to /4I0, but only to /390. He, therefore, asks that he 
should be placed in the right class so that he may take advantage 
of the statutory abatement of /1 20. Write the letter. 

2. Alfred W. Bridger, a partner in the firm of Messrs. Temple & 
Painter, of Portsmouth, has declared his income for the new financial 
year at /456. However, on the 10th Feb., his father died suddenly, 
and owing to this fact he has become responsible for the maintenance 
of his invalid mother as well as of his lame 25-year old sister. He, 
therefore, makes application on the 26th Feb. to the Revenue Authori- 
ties, that in consideration of his greatly reduced economic condition, 
the figure of his ta.xable income should be reduced. Draft his letter 

3. Enumerate the chief sources of revenue obtained by the Britisli 
Government. 

4. State, as briefly as you can, the substance of Examples Nos. 221 
to 229. 



SECTION VI-THE COMPOSITIOKT 
OF ENGLISH 


Introduction 

It has already been seen that composition, or the art of expressing 
one’s thoughts in words can, to a certain extent, be acquired through 
the medium of commercial correspondence, although the subject 
should be more systematically studied for the puiposc of attaining 
a good style of essay-writing. The student should endeavour to 
express his meaning with clearness and due force, in appropriate 
language, free from grammatical error. In short, he should be 
trained to use proper words in proper ])laces. Tin* power to do 
this depends chiefly on - 

(1) Clearness of thought; 

(2) Adequacy of vocabulary: 

(3) Acquaintance with the right forms of speech. 

No one can make his meaning plain unless it is, first of all, plain 
to himself, nor can he express his meaning effectively unless he has 
the right words at his command, nor avoid eriors of speech unless 
he has some acquaintance with the rules of grammar. Whilst 
there is plenty of scope for direct instruction in using the right words 
in the right places, success, no doubt, is mainly the result of practice 
in imitation of good models rather than of attention to set rules. 
Four conditions must be fulfilled in this training and cultivation — 

(1) Read carefully and systematically all kinds of good 
literature. 

(2) Reflect upon, and endeavour to grasp the meaning of what 
you read. 

(3) Practise yourself in the art of writing. 

(4) Carefully criticise and revise what you have written. 

Practice in the composition of English will now be afforded in 
following chapters through the medium of indexing and precis 
writing, and the construction of essays. 



CHAPTER I 


Indexing 

Indexing is the art of presenting briefly the essentials of a business 
letter in a tabulated form. In many large business houses all the 
incoming letters of the firm are opened by a junior every morning, 
and then read by one of the heads, who dictates the essential 
point or points of each letter, which are then entered in a book known 
as the “ Index Book/' which is always kept in the General Office. 
When the incoming letters have been distributed to their respective 
departments, reference to tlie Index Book {see Example 230) will 
provide a bird’s-eye view of the correspondence of any particular 
day, thus avoiding the necessity of hunting for the letters from 
one department to another. 

The index should contain the date of each letter, the names cf the 
persons by whom and to whom it was written, and, in as few words 
as possible, the subject of it. The merits of such an abstract are— 
, (a) To give the really important point or points of each letter, 

omitting everything else; 

(6) To do this briefly; 

(c) Distinctly; and 

(d) In such a form as readily to catch the eye. 

HINTS ON INDEXING. -The student will find the following hints 
useful in the practice of indexing— 

(1) Glance through the letters to get a conception of the whole 
correspondence. 

(2) Note in each letter the dominant idea. 

(3) Arguments are usually summed up. Often the index of 
one letter may be gathered from the first paragraph of a letter in 
reply. Look for such. 

(4) In official correspondence dealing with foreign powers 
look at the letter from the point of view of the British Government. 

(5) Never merely acknowledge receipt of letters unless this is 
the entire subject-matter of the letter, since the reply is itself 
an acknowledgment. 

(6) Note the official relations of correspondents, as it will 
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govern the opening phrase, e.g., A Consul would report to 
the Foreign Secretary, the latter would instruct, direct, or 
concur. 

(7) Never use " Referring to ” or similar phrases, and remember 
to state the subject-matter of the letter, and not to say what the 

‘matter is about, e.g., “ Referring to the movement of the British 
Army to meet the advancing Bulgarians,” is different from 
” Stating that the British Army has moved to meet the advancing 
Bulgarians.” 

(8) Where there is more than one subject in the letter, deal with • 
each point separately, but in co-ordinate sentences. 

(9) Aim at clearness and conciseness, but do not make jerky 
sentences. Although superfluous words are worse than useless, 
yet the words ” to ” and ” the ” improve the style, while they 
do not take much time to write. Be careful to observe sequence 
of tenses. 

(10) Take a letter, read it carefully, then write the pith of 
it, see if you can abbreviate or use more appropriate words, 
and whether your index would convey th(‘ correct sense to 
another. 

INITIAL WORDS.—The index should begin with a present parti- 
ciple, and care should be taken to use a word appn>i>riate to the 
relation existing between the correspondents. I hesc words may be 
classified as follows — 

(1) For letters conveying information to equals or subordinates. 
Acquainting, announcing, affirming, apprising, communicating, 
denying, drawing attention to, informing, mentioning, observing, 
reminding, replying, and stating. 

(2) For letters conveying information to superiors. Reporting, 
stating, saying. 

(3) For letters of advice. Advising, proposing, recommending, 
submitting, suggesting, urging, and warning. 

(4) For letters of instruction. Commanding, directing, 
instructing, ordering. 

(5) For letters of request. Asking, calling on, craving, desiring, 
praying, pressing for, and requesting. 

(6) For letters of protest. Complaining of, demurring to, 
diienting from, opposing, protesting against. 
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^2 

(7) For covering letters. Acknowledging receipt of, allowing, 
approving, concurring in, granting, noting, observing, offering, 
sanctioning, etc. 

For the purpose of working exercises in indexing, the student 
should take a sheet of foolscap paper, and divide it vertically into 
four columns, viz., two narrow columns for the number and date 
respectively, a wider one for the names of the correspondents, and 
a still wider one for the subject-matter. 


EXAMPLE 2aO-8PECIMEN RULINfi OF AN INDEX BOOK 


No. of j From. 

Letter. 

Enclo- 

sures. 

Depart- 

ment.^ 

Subject. 

1 Oct. 10 I Jones «<> C o . 

Cheque 

Cashier 

Bcmxtitnf’ cheque for 

; Bolton 



£5 10s., and askin(> 




! for speedy delivery 

i 

1 



of order firven on the 


1 ’ 


1 2nd inst. 

\ 
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EXAMPLE 281-WORKED INDEX OP THE BUSINESS LEWERS 
CONTAINED IN EXAMPLES 21, 29, 36, 44, 43, AND 58 


1 

No. j 

Date. 

j Corrcspondenl.s. 

Contents. 

1 

1 

3rd May. 19.. 

j Thonip'ion A Jones 
! to 

j John Dowson 

IncludniK drawings of 3 pump- 
ing engines, and asking for 
quotation, and when they 
can be dtdivered if order is 
placed. 

2 

5th May, 19.. 

' John Dow.son 
j Thompson & Jones 1 

Quoting prices of three pump- 
ing machines as ;^145, ;£140, 
and ;^130 respectively, and 
promising delivery by 1st 
August. 

3 

7Ui May, 19. . 

' Thomj)son & Jones j 
to 

John Dowson 

('•ranting order for the three 
pumping machines on condi- 
tion tliat a two years’ 
guarantee be given with the 
machines. 

“T 

9th May, 19.. 

John Dow.son 1 
; to i 

j Thompson A' Jones 1 

i 

Accepting order for three 
pumping machines, and apol- 
ogising for the omission of 
the customary guarantee. 

s i 

28th Jttly, 19.. 

John Dowsrm 
to 

‘ Thompson A Jones 

Ailvising the dispatch of tlirce 
pumping engines, and en- 
closing invoice for ;^415. 

6 

Ist Oct, 19.. 

1 John Dowson 

i 

1 Thompson A Jones 

Staling that he ha.s drawn 
upon them in payment of 
his account for £415. 


1 i ' 



* The letters wfdilil l»e distribiiletl t<> the d^partiwiits riitiiiriKtl after huviiiit been indrled. 
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fXAMFLE J82-WORKED EXERCISE IN INDEXING OF THE CORRE- 
SPONDENCE IN EXAMPLE 285, SET AT STAGE H ROYAL SOCIETY 
OP ARTS EXAMINATION, IN “INDEXING AND PRECIS.” 

CORRESPONDENCE RESPECTING THE CONGO STATE. 

Indfx. 


No. of 
Letter. 

Date, 

etc. 

Names of | 

Correspondents. ] 

Subject-Matter. 

No. 1 

Brussels, 
24 th June, 
19.. 

Sir A. Hardinge i 
to ; 

Sir Edward Grey [ 

Enclosing copy of a note to M. de 
Cuvelier respecting the acquisition 
of new sites in tne Congo State 
by British Protestant Missionary 
Societies. 

Inclosiirc 

In No. 1 

Brussels, 
24th |uuo, 
19.. 

Sir A. Hardinge 
to 

M. de Cuvelier 

Supporting the application made by 
certain British Missionary Societies 
for sites for mission stations, and 
pointing out that one site already 
owned has licen taken by the State, 

No. 2 

Co(i*i»ur- 

Mer, 

14th Aug , 
19.. 

Sir A. Hardinge : 

to 1 

Sir Edw,vd Grey j 

Transmitting copy of reply from 
M. de Cuvelier to Inclosiire in 
m No. 1. 

Inclosuro 
in No. 2 
{translation) 

Brussels, 
13th Aug., 
19.. 

M. de Cuvelier > 
to i 

Sir A. Hardinge i 

j 

Stating that the land asked for cannot 
be sold before the receipt of inform- 
ation from the local Administration, 
but advising the missions to apply 
for land which the Government 
must annually let or sell; and 
denying the appropriation spoken 
of 111 Inclosure in No. 1. 

No. 3 

I'oreign 
Office, 
4th Feb., 

19.. 

Sir Edward (irey ; 

to j 

Sir A. Hardinge j 

Asking whether a reply has been 
received coiirerning the sites avail- 
able in the Congo I'rec Slate for 
mission stations. 

No. 4 

Brussels, 
13th Feb , 
19.. 

Sir A. Hardinge ; 
to 

Sir Edward Grey ; 

i 

i 

Communicating the Congo Govern- 
ment’s intention not to sell any 
land before the annexation of the 
State by Belgium, unless that be 
postponed; and considering that 
Government’s past action in refus- 
ing these mission lands a violation 
of Treaty Rights. 

No. 5 

. 4 

Brus-sels, 
22nd Feb., 
19.. 

Sir A. Hardinge i 
to 

Sir Edward Grey 

Transmitting copy of a reply from 
M. de Cuvelier to recent Inquiries 
conceniing mission sites in the 
Congo. 

Inolosure 
in No. 5 
(translation) 

Brussels, 
21st Feb., 
19.. 

M. de Cuvelier 
to 

Sir A. H^dinge 

Stating the Congo Government’s 
intentioa hot to sell any lands until 
; after the passage of the AimexatioQ 
Bill through the Belgian ParUai- 
ment; in which Bill proviskat is 
made fw land for missions. 
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No. of 
Letter. 

Date. 

etc. 

Names of 
Correspondents. 

Subject-Matter. 

No. 6 

Foreign 
Office, 
2nd Mar., 
19.. 

— 

Sir Edward Grey 
to 

Sir A. Hardinge 

Ajmrovin^ of his attitude towards the 
Congo Government, and asking that 
a promise be obtained from it not 
to delay further the sale of the site 
asked for if the Annexation Bill 
be not passed by May. 

No. 7 

Brussels, 
16th Mar., 
19.. 

Sir A. Hardinge 
to 

Sir Edward Grey 

Transmitting copy of a note sent to 
the Congo Govejninent cona'ming 
mission sites in the b'ree State. 

Inclosure 
m No. 7 

Brussels, 
16th Mar., 
19.. 

Sir A. Hardinge 
to 

M. dc Cuvelier 

Asking for a hirinal assurance that 
the Congo (,overiiinent will not 
further delay the sale of the mis.sion 
sites asked for if annexation does 
not lake place by May. 

No. 8 

Brussels, 
28th Mar., 
19.. i 

Sir A. Hardinge 
to ; 

Sir Edward Grey ; 

EncIo.suig the Congo Government's 
reply to Inolosure in No, 7. 

luclosure 
in No. 8 j 
(translation) ! 

Brussels, l 
28th Mar., ' 
19.. 

M. do Cuvelier 
to 1 

Sir A. Hardinge 

Giving the .issur.in(’e asked for, but 
pointing out th.it the Anglo* 
Gin^olese Treaty of 1884 only gave 
British subjects the right to 
purchase land in the Free State; it 
did not compel the Government to 
sell any. 

No. 9 

! 

Brussels, 
6th Apr., 
19.. 

Sir A. Hardinge : 

to ' 

Sir Edward (irey 

Transmitting copy of the reply to 
Iiirlosiire in No. 8. 

Inolosure 1 
m No. 9 

Brussels, 
4th April, 
19.. 

Sir A. Hardinge 

to 

M. de Cuvelnr 

Stating th.it the Congo (iovemment 
ill cl, liming most of the b'rcc State 
and then refusing to sell any of the 
land to British Missions nullifies the 
rights given the latter in the 1884 
Treaty. 


TEST PAPER XXXIV. > 

1. Index the letters given in the following 

(a) Examples 12, 13, and 14. 

{b) „ 19, 20, and 35. 

(0 „ 21, 29, 36, 44, 45, and 53. 

id) ., 22, 23, 27. and 28. 

(4 „ 24, 25, 38, 48, and 51. 

if) „ 41, 61, and 62. 

ig) „ 66, 66, 69, 70. 71, 72. 73, and 74. 

(A) ., 78 to 83. 

2. Draw up an index of the correspondence on pages 264 to 267. 

3. Index the Society of Arts paper given on page 280, and compare 
yoiMT attempt with example. 




^:hapter II 

Precis-writing 

The word precis is a French word signifying summary, abstract, 
abridgment, epitome, all of which have practically, the same mean- 
ing. Precis-writing is the process of selecting and arranging in a 
narrative form the salient points of a passage, a series of letters, or 
other important documents, so that their meaning can be quickly 
and easily gathered. To do this successfully, the student must 
master thoroughly the contents of the matter that has been sub- 
mitted to him, so that he may readily put others' in possession of all 
the essential facts. 

HINTS ON precis- WRITINO.—f he fi^llowing hints will be of hdp 
to the student in drawing lip a pr6cis— 

(1) Read the extract or letters through from beginning to end, 
marking in pencil the points which seem to be essential to the 
narrative, and,, if necessary, repeat this process until you arc sure 
that you have a firm grasp of the matter in hand. 

; (2) Prepare a skeleton precis by putting down in their natural 
’ order all the points you have previously marked for inclusion. 

(3) Develop the skeleton precis into continuous prose form, 
avoiding all superfluity of wording, but at the same time making 
sure that you have written clear, straightforward English prose, 
and not a succession of loosely connected sentences each contain- 
ing one or more isolated facts. The precis, when finished, should 
look like an original piece of composition. 

(4) Write the precis in the past tense, but do not mix past 

Tenses with present tenses in the pr4cis. ^ 

(5) Give the date of the beginning of the subject of the cor^ 
l^ndence, but the date of each letter must not be given. One 
^two dates in addition to the first are all that are reqiftrld Any 
Ijpng lapse of time, however, or break in the correspondence ought 

noted. 

In p];^s-writing, it cannot be too 
Eiorresppndence }\as a cmnected story or aj^^^to give, 
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this must be given as a story or account connectedly and clearly. 
The reader of the pr^is ddes not want an account of letters sent 
and received; but he wants to know what happened, what was said, 
what was thought or what was decided. ' 

EXAMPLE 288— EXTRACT FROM A SPEECH 

Give a short summary, or puds, of the following extract from 
a speech — 

“ We rest in the confid^t belief that England, in despite of her burdens 
and her disadvantages, will maintain her commercial pre-eminence among 
the nations of the world, provided only she can also maintain, or rather also 
elevate, the moral and spiritual life of her own children within her borders. 
Her material greatness has grown out of her social and religious soundness, 
and out of the power and integrity of individual character It is well to talk 
of our geographical gosition ; but this does not alone make a nation great in 
industrial pursuits. There is- our mineral wealth ; not, probably, so much 
greater than that of olher lands as earlier extracted and employed ; and whence 
proceeded that earlier extraction and aj^lication ? There is our capital, the 
fruit of our accumulated industry i why does this exceed the capital of other 
nations, but because there was more industry, and therefore more accumula- 
tion ? Theie are our inventions ; they did not fall upon us from the clouds ; 
they are the index and the fruit of indefatigable thought applied to their subject- 
fMtter. It is in the creature Man, such as God has made him in this island, 
that the moving cause of the commercial pre-eminence of the country is to be 
found ; and his title to that pre-eminence is secure if‘he can in himself but be 
preserved, or even rescued from degeneracy. 


SHORT SUMMARY OR PRfiCIS. 

The commercial pre-eminence of England is due to the industry, inventioni 
Md character of her people, and it wifi be secure if they are preserved from 
degeneracy. 


EXAMPLE 234-BU8INE8S CORRESPUNUENCE 
Write a summary or prkis of the following correspondence— 
(I) 


MMajr.tt... 

Mr, John Dowson, 

Engineering Works, 

Manchester. 

Sir, c 

We aik indebted for your addreu to Mr. A. Taylor, and beg to hand foil 
endoied inwingt of 3 pumping machines, requesting you to inform j ‘ " 
nturttforwnaiprico and in what tirne you can ddiver same. Wewoulo 
Hon that we lure in a hurry for the machines, which naist be delivered not h 
Mian lit Augfiit ^ 

JMbeiliMfom prioet and tlMbinacbinei prove satiifactory/wjktf^ 

give yof^lonlir ofders, at we shalT need lome more mtckincf to 
'1 our ftcloqp . 

At » Vott» truly, 

I 4vJoaei.^|jl^ 



nuMcnlEs Bii$ niic^ op 


'W, 


< 


Thompson ft Jones, 
Leicester. - 


Misi 19. . 


Dear Sirs, \ . 

1 am in receipt of your favour of me 3r(l inst., informing me that you are 
thinking of placing your order for 3 pumping machines with me. I can deliver 
1 ^ 1st August, although the term is very short ‘ 

I should be able to supply the three pumping machinies nus per drawings sent 
u follows— 

No. xatjfx45. 

No. 2 at 1(140. 

No. 3 at iizo. 


ex works, Manchester, net cash against three months’ acceptance. 

I have quoted you so low that another firm will scarcely be in a position to 
make you a more favourable bid, and deliver faultless workmanship. I trust, 
therefore, you will pass me the order, and, as the time is short, let me have 
your reply immediately. 

Yours faith full^^i 

» John Dowion. 


( 3 ) 


7 th Miy, 19... 

^|lr. John Dowson, 

Engineering Works, 

Manchester. 

, Dear Sir, 

We adcnowledge receipt of your letter of the 5th inst., and r^^uest you to 
take in hand the construction of the 3 pumping machines described in detail 
In ojirs of the 3rd May, at the prices fixed by you, viz.— 
i;i45 for No. I. 

£140 for No. 2. 

£130 for No. 3. 

As^*^ make no mention of the guarantee usually given when delivering 
machines, we would point out to you that we must stipulate for a two years’ 
guarantee, during which period you engage to make good any necessary repairs 
fn^f charge. Moreover, to ensure a prompt delivery of the machines on the 
IlwKugust, you bind yourself to pay us a compensation of £2 (two pounds) for 
tim day over and above the date fixed for delivery. 

^Reqtttlting you to acknowledge acceptance of our order, and to confirm 
In^tioiMi stated above, we remain, 

Yours faithfully, 

Tompson ft JonMb 

MsMiMter. 

9 th Ar. 

ft Jones, 

dW Sirs, 

I AQii in receipt of your favour of tiie 7th inst, witih order for the deliv^ 
otihree pun^iiiv machines, which I herewith ackmAfledge witib 1 )dtt thanks. 
YOtt may be asmred I shall use my best endeavours to execute the order to foor 

f bf Ae cuimmary guarantee in my respects of the 5th inst J 
>niy part, for whidx please acctqit my apologies. 1 




commspoiOEN^ .2:^ 

guaruitee tiif thiitt p|Unf)iflg^iilMtdi|nes prdered for the space of two years, 
during which peri^ I m pr«pM *4 ^'Wpaif, free of charge, any defects in the 
machines triSHig from faulty mati^» I likewise bind myself to deliver the 
three rnWhines^ tiie 31 st July ndx. TaUh|ig|Whicb to pay a compensation of 
40 /. (forty shillings) for every succeejko^ daaof delay. 

*** faithfully, 

John Dowson. 


( 5 ) ... 


Maaoheitor. 


Messrs. Thompson 

Leicester. 44 ,- 


28Ui Joly. 19.. 


Dear Sirs, 

The three pumping machines ordered on the 7th May were dispatched 
•yesterday to your address. Please book the amount of the annexed invoice, 
^415, to my credit. 

I tnist the machines will reach your town on the 31st inst. Should you have 
them removed immediately they can be erected and be ready for work on the 
evening of the ist August, as my two fitters leave for Leicester to>morrow to 
make the requisite preparations. 

I do nbt doubt that the machines will prove satisfactory, and I hope you will 
likewise entrust to me the manufacture of the remaining plant formerly 
mentioned. 


YouiiS faithfully, 

John Dowson. 


( 6 ) 


Messrs. Thompson & Jones, 
Leicester. 


litOototer, 19.. 


Dear Sirs, " >5 

According to our agreement, I beg to advise you that I have drawn.upon ytm 
£415 otder my own per 30^ September, to settle the amount of rrtf invoice 
of the 28th July last. 

Requesting you to take up my draft on presentation, 

I remain, dear Sirs, 

Yours faithfully, 

John Dowso(W^' 

PRfiCIS. ' 


On the 3rd May, Messrs. Thompson & Jones, of Leicester, who tequinMl'«^ 
three pumping machines, wrote to Mr. John Dowson, of Bdanchester, t il ing 
for the prices and date of delivery of the three machines, the drawings oyM^ ^ 
wem^closed. The machines were required no later than the xst 
and further orders were probable. John Dowson stated ^e prices to 
i^o, and j(x3o net cash against three months’ accepUflce, and promil^ to 
ddiver the machines, if ordered, by the xst August His quototion was accepted 
on the understanding that he guaranteed the machines for two yean, and boi^ 
himsdf to pay £2 per day after xst August if toe machines were not then doh 
^Wttd. John Dowson agreed to the stipulations, and at the ume time teodaral 
nil a^ogies for the omission of the guarantee in his former letter. On flto 
a9to July, Ifessrs. Thompaon ft Jones received a letter informiiv them of toe 
di^widi n toi marhinea, together with an invoice ki {415. ^e m ech in ee 
wh expected to be rea^ for work on the xst Auguph On tot Xft«October, 
Jiton thmsoo inforsned Mcisrs. Tbon^sM ftTonestottliehaA^Bnootoein 
tr I415, and requested them to take up fait draft 00 pretiotatigl^^^ 
IMuiOs) , 
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EXAMPLE m-OFnCIAL CORRESPONDENCE 

Correspondence respecting the Congo State 

No. I. 

SIR A. HARDINGE to SIR EDWARD GREY. 

(Extract.) 

BnuMlf, 

24tb Jane, 19. . 

I to-day addressed to M. de Cuvelier a note, of which I have the honour to 
inclose copy herewith, respecting the acquisition of new sites by the British 
Protestant Missionary Societies in the Independent Congo State. 


Inclosure in No. i. 

SIR A. HARDINGE to M. DE CUVELIER. 

Brnneli, 

’ Mth June, 19. .. 

M. le Chevalier, 

I am dir&ted by His Majesty’s Secretary of State for Foreign Affairs to 
approach the Government of the Congo Independent State on the subject of 
the desire of certain British Protestant Missionary Societies, engaged in evan- 
gelistic work in its territories, to acquire several new sites for Mission stations. 

Two of these Societies, the Congo Balolo Mission and the Baptist Missionary 
Society, have applied to ^e Local Administration with a view to the acquisition 
of such sites but have, so far, been unable to obtain from the latter any definite 
replies. 

As it appeared possible that the local authorities might have felt a certain 
reluctance to move in the matter without previous authorisation by the Central 
Government, the Societies concerned have thought that the speediest way of 
obtaining a favourable decision on behalf of their respective Missions in the 
Congo would be to ask His Majesty’s Government to assist them by the exercise 
of its good offices at Brussels, and Sir Edward Grey has accordingly instructed 
me to recommend and support their applications. 

The Congo Balolo Mission desire to obtain a site at Monpona, in the A.B.I.R. 
Concession, occupying a fairly elevated position, and about lo acres of ground, 
with sufficient river frontage. 

The Baptist Missionary Society are anxious to secure two new Mission sites, 
Iteyond Stanley Falls, on the Lualaba River— 

. (i) m the neighbourhood of the town of Mbondo, on the east bank of the 
mer, and about 5 miles south of Kilundu, 36 miles up stream from Ponffiienrille. 

(a) In the neighbourhood of the town of Waika, on the west bank of ffie 
riTcr, 35 miles north of the northern terminus of the Kindu-Katanga Railway. 

Both Societies arq prepared to pay a reasonable price for the purchase of 
sites in these districts, and I have the honour to request you, on behalf of His 
Majesty’s Government, to be good enough to indicate any plots in the neigh- 
bourhood of the above-mentioned localities which may be available, due regard 
being had both to their suitability for such stations and to thqj^ fitness for 
human habitation. 

Convinced ffiat file Congo Government, which, even if the provisions of 
Articles V and VI of the Berlin Act had not recommended Christian Missions 
of all denominations to its special and impartial protection, has montaneousiy 
expressed in your own recenffy published Report to the King-^erdgn its 
warm appreciation of their value u agencies in the work of civilisatioo, alike 
moral ^ material, and its desire to co-operate with them, win gladly take 
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this n«w opportunity of Assisting and forwarding their efforts, 1 transmit these 
applications to you, M. le Chevalier, with the certainty of an early and favourable 
reply, and I you to accept on this occasion, with my anticipated thanks, 
the assurance of my high consideration. 

(Signed) ARTHUR H. HARDINGE. 

P.S.— I should not omit in this connection to remind you that a site formerly 
granted to the Baptist Missionary Society, one of the two Societies on whose 
behalf I am making this request, and for which it still holds the title-deeds, at 
Mundungu, on the Himbiri River, was occupied by the Congo State, and that, 
notwithstanding promises of compensation or the granting of another site in 
exchange, they have secured no redress. 

A. H. H. 


No. 2. 

SIR A. HARDINGE to SIR EDWARD GREY. 


(Extract.) 


Coi-nif-Mitr. 

Mtb Ant.. U... 


I have the honour to transmit herewith, with reference to my dispatch of 
the 24th June, a copy of a note which I have just received from the Congo 
Government on the subject of new sites for British Missions in its territory. 


Inclosure in No. 2. 

M. DE CUVELIER to SIR A. HARDINGE. 

(Translation.) 

BruBMli, 

13Ui Aarut. 10... 

M. le Ministre, 

The Government of the Congo State has carefully considered the note which 
your Excellency addressed to me on the 24th June last in support of the applica- 
tion of the Congo Balolo Mission and the Baptist Missionary Society, with a 
view to the purchase of sites, by the former at Mompono, and by the latter at 
Ubondo and Waika. 

The application of the missions does not state whether the land in question 
is private property ; if it is, the missions can communicate with the owners 
with a view to the acquisition of the sites ; in this respect, the right of the mis- 
sions to acquire landed property is guaranteed them by Treaty, and tiie 
Government is not concerned with the lawful exercise of this right by |he 
missions. # 

If the land belongs to the State, the Government is not in a powtion to de€l|a^ 
whether it should, in fact, assent to the sale of the said land until it hM obtain^, 
the necessary information on the subject from the local Administration. 

Apart from this question, the reference which your Excellency makes to the 
provisions of Articles V and VI of the Berlin Act would le^ one to suppose 
that the said provisions are interpreted by the missions as giving them a right 
to acquire any sites they may consider desirable. 

The Government of the State is unable to take this view. Article V provides 
that foitlllners shall enjoy, without distinction, in acquiring personal or real 
MOp^, the same treatment and the same privileges as the subjects of the 
Congo SUte. Article VI lays down that the Powers shaU protect, and shaU 
assist without distinction of nationality w creed, all religious institutions and 
undertakings ; ttiat Christian missionaries and their eKori shaU also be entitled 
to special protection ; lastly, that the free and public exercise of eveiT religio% 
8ie right to erect religious buildings, and to Mganise missionf be«raging to 
mf reli^ whatever shall be unrestricted and untrammelled. 
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We should look in vain in these Articles, or, indeed, in the whole Berlin Act, 
for any trace of a right accorded to missions of any sect to occupy, possess, 
or acquire land in any but the legal manner of so doing. The Berlin Act did 
not create in this respect any privileged position for the missions, and the 
terms favoriseront ou prot^geront les missions ** in Article VI cannot be 
interpreted in the sense of giving them the right to compel the owners to cede 
or sell to them their property. They may freely exercise their right to purchase, 
subject to the assent of the seller, like any other individual, whether a subject 
of toe Free State or a foreigner. 

These points are still further brought out in the Protocols themselves of the 
Berlin Conference. Not only do these Acts not impose upon the Powers with 
possessions in the Congo Basin any obligation of the kind, but actually show 
that by employing the terms “ favoriser ” or “proteger,** instead of toe 
word “aider,” which was originally proposed, the Powers intended to limit 
to its natural meaning the duty which they assumed in regard to missions. 
The protection due to missions, a duty the fulfilment of which rests with each 
Power in its own territory, is understood to entail the measures necessary for 
guaranteeing the person and property of missionaries, for insuring the free 
exercise of religion, even for according missionary establishments favourable 
treatment in regard, for instance, to fiscal charges, but such measures are for 
each Power interested to decide for itself. 

Belgian and foreign jurisconsults whose opinion has been asked as to the 
bearing of toe Berlin Act on this point have come to the same conclusions 
in the consultations which they have held. 

If, M. le Ministre, the Government has thought it necessary to emphasise 
the disinterested and benevolent character of its policy towards the missions, 
more particularly in regard to the adjudication of land to the missionaries, it 
also has to observe that it has given proof of these sentiments in regard to the 
two missionary societies of which your Excellency spoke to me. These missions 
do, in fact, possess numerous establishments in the State. Those of the Congo 
Btlolo Mission are situated at Banza-Loanga, Lulanga, Bongandanga, Bon- 
ginda, Ikau, and Leopoldville ; those of the Baptist Missionary Society at 
Gombe Lutete, Kinshasa, Lukolela, Bolobo, Monsembi, Bopoto, Mundungu, 
Yakusu, Natadi, Tumba, and Yalemba. 

I may add that the sympathy of the Congo Government cannot be extended 
to all toe Protestant missions equally, as the agents of some of them have 
adopted in regard to the Chief of toe State an attitude of opposition, which has 
assumed a most reprehensible form and method of expression ; members 
of the two missions which are the subject of your Excellency’s note have 
publicly alluded to the King Sovereign as an '* inhuman monster,” a “ devil 
incarnate, ' ' and have accus^ him of the most odious crimes. The Government 
cannot but ask itself whether persons animated by such sentiments are precisely 
those best qualified to inculcate in the natives the respect they owe to established 
institutions while teaching them toe precepts of Christian charity. 

1 shall, ask the local authorities to furnish their opinion and views as to toe 
application for land which your Excellency has made on behalf of the tm 
missions in question. It would seem simpler, however, if the missionaries desire 
to obtain fresh sites, that they should acquire such sites in those lands which 
Ity toe terms of toe Decree of the 3rd June, 1906, the Government is bound 
annually to sell or let 

With regard to toe sites at Mundungu (Itunbiri), of which mention is made in 
toe postsaipt of your Excellency’s note, toe Financial Departn^t has informed 
me that the said site is still the property of the Baptist Missionary Sodetyi 
and toat it is tmaware that the State has promised to compensate toe said 
Association or to cede to it any other site in exchange. 

I have, etc., 

(Signed) CH. DB CUVBUER. 
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No. 3 . 

SIR EDWARD GREY to SIR A. HARDINGE. 

Fonifa Ottiot. 

4th r«bniU 7 . U . 

Sir, 

I shall be glad if you will ascertain from M. de Cuvelier if he has received 
a reply from M. Droogmans on the subject of the sites available in the Congo 
Free State for mission stations. 

I am, etc., 

(Signed) E. GREY. 


No. 4. 

SIR A. HARDINGE to SIR EDWARD GREY. 


(Extract.) 


BnuHli, 

13th Feknary, U . 


I have the honour to report that I have had two interviews with M. de Cuvelier 
since the receipt of your dispatch of the 4th instant on the subject of sites for 
Missions in the Congo State. 

He has informed me that, in view of the impending annexation of the Congo 
State to Belgium, the Congo Government does not now intend to offer for sale 
any lands under the Deaee of the 3rd June, 1906, its reasons being that it deems 
it inexpedient to modify during the discussion of the annexation question the 
statement of its assets and liabilities annexed to the Treaty of the 28th November. 

I told M. de Cuvelier very plainly that you would not, in my belief, be satisfied 
with th's answer ; that it was absurd to contend that the sale of a few acres 
in the Province Orientale to British Missionary Societies, which had been 
pressing for them in the face of systematic obstruction for nearly four years, 
could Im deemed a modification of the statement of assets and liabilities, since 
the Congo Government would have in cash a sum equal to the value of file 
properties sold, which, moreover, would be turned from waste to occupied and 
cultivated lands ; and that its attitude was equivalent to a confession of 
unfriendliness to British missionary work. 

M. de Cuvelier strongly deprecat^ any such interpretation, and wished me, 
in reporting this conversation to you, to say that he entirely repudiated imy 
want of sympathy with our missionaries. I said these were mere phrase which 
were contradicted by the acts of the Co^o Government. I must remind him 
that nearly two years ago he had received a veiy courteous letter from the 
General Swetary of the Baptist Missionary Society, requesting information 
as to file mode of applying for new sites, to which, notwithstanding repeated 
reminders, no answer had been sent ; and I felt bound to say that the manner 
in which the Congo Government had dealt, and was dealing, with this whole 
question constitu^, in my opinion, a practical disregard of our Treaty rights. 

He said that his jurists had been unanimous in advising him that (he Bklin 
Act di 4 not compel any State in the Conventional Basin to alienate lands to 
missionaries. I replied that I was not now talking of the Berlin Act, though 
the latter undoubtedly pledged its Signatories to assist Christian mission work 
in ^eir African possessions within the Conventional Basin, but of tibe Anglo* 
Omgdese Treaty of 1884, which secured to all British subjects file right of 
bit)^ lands in the Congo State. If the Congo Government first dedarad 
itself the proprietor of the whole territory, and then refused to sell to an English- 
man a single acre of the land thus appreciated, it was nullifying and theftlort 
violating Article II of our Treaty. M. de Cuvelier, whilst contending that the 
Treaty secured to British subjects the right of settling and buying property, 
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but without creating any obligation for the State to sell its domain lands, 
observed that as a matter of fact it was only a question of waiting two or three 
months, by which time the question of annexation would presumably have 
been solved, since this delay involved no danger to the Protestant Missions, 
which, as the Appendices to the Treaty of Transfer showed, had obtained 
numerous sites for their stations. I said we could none of us say how much 
longer annexation might be delayed, and he promised, if events were to indicate 
that it was again to be postponed, that the Congo Government would reconsider 
their decision not to offer any State lands for sale. 


No. 5. 

SIR A. HARDINGE to SIR EDWARD GREY. 


Bnussls, 

22ad Febraary, 19 . 
Sir, 

I have the honour to transmit herewith, in continuation of my dispatch of 
the 13th instant, a copy of M. de Cavelier’s written reply, which I have just 
received, to my latest inquiries respecting sites for British Missions in the 
“Province Onentale.” 

I have, etc., 

(Signed) ARTHUR H. HARDINGE. 


Inclosure in No. 5. 

M. DE CUVELIER to SIR A. HARDINGE. 

(Translation.) 

Brussels, 

2l3t February, 19. 

M. le Ministre, 

I had the honour to receive the note which your Excellency was good enough 
to address to me after our interview on the nth instant, to ask me, as your 
Excellency had already done during that interview, what were the intentions 
of the Financial Department with regard to the sale or leasing of State lands. 

I have not forgotten, M. le Ministre, the correspondence which passed between 
us on the 24th June, and the 13th August, 1907, on the subject of the desire 
of two British Missions to buy land, nor our interview on the 28th October, 
at which I informed you that the Financial Department was engaged in collecting 
the necessary information for deciding what land the Government intended to 
put up to public auction. 

But as I had the honour, M. le Ministre, to inform your Excellency on the 
11th ultimo, the Government, on account of the provisional situation now 
existing in consequence of the Treaty of Cession of the 28th November, is not 
for the time being selling land. The Government, in fact, has enumerated in 
that Treaty, now submitted to Parliament, the concessions in property made 
to private persons, Companies, or Missions, and is of opinion that it is unable 
to alter the state of things thus settled and duly recognised. 

This decision, which is merely provisional, is of a general kind, and has been 
taken from these considerations alone. As I have informed your Excellency, 
the Government of the State is not actuated in this case any more than in other 
cases by feelings of hostility to Protestant missionaries, although there are 
among them persons whose attitude towards the Congo State is not above 
criticism. 

I have, etc., 

(Signed) DE CUVELIER. 
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No. 6. 

SIR EDWARD GREY to SIR A. HARDINGE. 

Foreign Offloe. 

iai Mftrob. 19. . 
Sir, 

I have received your dispatch of the 13th ultimo on the subject of sites for 
Protestant missions in the Congo State. 

I approve the language used by you in your conversatjon with M. de Cuvelier, 
as reported in that dispatch. 

You should address a note to his Excellency, requesting the Congo Govern- 
ment to give an assurance in writing that, should annexation not be voted 
by Parliament before the end of May, they will without further delay sell to 
British missionaries suitable sites in or near the localities indicated by them. 

I am, etc,, 

(Signed) E. GREY. 


No. 7. 

SIR A, HARDINGE to SIR EDWARD GREY. 

Bnineli, 

leth Maroh. 19 . . 
Sir, 

I have the honour to transmit herewith, copy of the note which I have 
addressed to the Congo Government on the subject of mission sites in the 
Independent State. 

I have, etc,, 

(Signed) ARTHUR H. HARDINGE. 


Inclosure No. 7. 

SIR A. HARDINGE to M. DE CUVELIER. 

Bmseli, 

16th March. 19 

M. le Chevalier, 

I duly transmitted to His Majesty’s Secretary of State for Foreign Affairs 
the note which you did me the honour to address to me on the 21st ultimo 
respecting sites for British Christian missions in the Independent Congo State, 
and I reported to him the verbal exchange of views which had taken place 
between us on this question. 

Sir Edward Grey has approved of the stress laid by me on the rights to the 
acquisition of landed property in the Congo State guaranteed by it to British 
subjects, under Article II of the Convention of 1884, between Great Britain 
and the International Association of the Congo ; but in view of the considera- 
tions set forth by you, he has merely instructed me to require from the Congo 
Government a formal assurance that, if the Annexation Bill, now before the 
Belgian Parliament, is not passed before the close of its session in May next, 
diat Government will, without further delay, sell to the British Missionary 
Societies concerned sites in or near the localities which they have indicated. 

I should be grateful, M. le Chevalier, for a reply at your earliest convenience 
to this note, to which I have the honour to annex a translation, and 1 avail, etc., 

(Signed) ARTHUR H. HARDINGE. 
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No. 8. 


SIR A. HARDINGE to SIR EDWARD GREY. 


BmiMls, 

28 th Ibroh. 19 . . 


Sir, 

I have the honour to inclose herewith, with reference to my dispatch of the 
x6th instant, copy of a note from M. de Cuvelier, embodying the Congo 
Government’s reply to my note respecting sites for Missions in the Congo State. 

I have, etc., 

(Signed) ARTHUR H. HARDINGE. 


Inclosure in No. 8. 

M. DE CUVELIER to SIR A. HARDINGE. 

(Translation.) 

Bnusels, 

28th March. 19 . 

M. le Ministre, 

I have the honour to acknowledge the receipt of the note which your Excel* 
lency was good enough to address to me on the subject of the intentions of the 
Government of the Independent State of the Congo in regard to the sale or lease 
of domain lands in the event of the Annexation Bill now before the Belgian 
Parliament not being passed before the close of the Session in May next. 

In our previous interviews, when your Excellency contemplated the possi* 
bility of annexation being delayed, I gave a spontaneous assurance that, in such 
case, the Congo Government, the present circumstances being thenceforth 
modified, would of course have to examine the measures to be taken for giving 
effect to the Decrees of the 3rd June, 1906, dealing with the sale or lease of 
domain lands, without further delay. 

I should, M. le Ministre, make reserves as to the interpretation given in your 
note of the Treaty of 188^ between Great Britain and the International Associa* 
tion of the Congo, of which Article II, allowing to British subjects “ the right 
to dwell and to settle ” in the territory of the Association as well as “ the right 
to purchase and lease lands, buildings, mines, and forests there,” does not 
constitute an obligation on the State to sell to private persons any land which 
it may suit them to select. 

I have, etc., 

(Signed) CHEVALIER DE CUVELIER. 


No. 9. 

SIR A. HARDINGE to SIR EDWARD GREY. 

Branels, 

6th April. 19 . . 
Sir, 

I have the honour to transmit herewith a copy of the reply which I have sent 
to M. de Cuvelier 's note of the 28th ultimo on the subject of sites for British 
missions in the Congo State. 

I have, etc., 

(Signed) ARTHUR H. HARDINGE. 
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Inclosure in No. 9. 

SIR A. HARDINGE to M. DE CUVELIER, 

BnutRls. 

4tb April, 19.. 

M. le Chevalier, 

I have the honour to acknowledge the receipt of your note of the 28th ultimo 
respecting the sale of sites for British Christian missions in the Congo, and to 
add that I have forwarded a copy of it to His Majesty 's Secretary of State for 
Foreign Affairs. 

Pending the receipt of Sir Edward Grey’s further instructions, I will merely 
venture to observe, with reference to paragraph 2 of your note, that I have not 
claimed that our Treaty bound the Congo State “ to sell to private British 
subjects such lands as the latter might find it convenient to select. ” All I have 
maintained is that, inasmuch as the Congo Government has appropriated the 
greater part of the lands available for sale within its territories, its refusal, 
persisted in for several years past, to alienate any portion of such lands to 
British Protestant Missionary Societies has, by making it impossible for the 
latter to use the rights secured to them by Article II of the Treaty of 1884, 
practically nullified these rights as a direct result of the State’s own action. 

I avail, etc., 

(Signed) ARTHUR H. HARDINGE. 


PRfiCIS. 

On 24th June, ic.oy, Sir A. Hardinge, British Representative at Brussels, 
addressed to M. de Cuvelier, the Congo Government Representative, a note in 
support of the application made by certain British Missionary Societies for sites 
for mission stations in the Congo Free State. M. de Cuvelier replied that no 
land could be sold before information respecting it had been received from the 
Local Administration. He suggested, however, that it would be simpler for 
the Societies to apply for land which the Government was bound to sell or let 
annually. He afterwards informed Sir A. Hardinge that his Government did 
not intend to sell any lands until the Annexation Bill had been passed by the 
Belgian Parliament, as in this bill the question of lands for Missions was gone 
into. In response to the British Representative’s objections, however, he 
promised that the Government would not further delay the sale of the lands 
asked for should the Bill be not passed by May, 1908. In subsequent corre- 
spondence this assurance which had been given in an interview, was repeated 
in writing at the request of the British Government, M. de Cuvelier at the 
same time stated that the Anglo-Congolese Treaty of 1 88 ^ only gave British 
subjects the right of purchasing land in the Congo ; it did not compel the 
Congo Government to sell any. While admitting this, Sir A. Hardinge pointed 
out that since the Congo Government had laid claim to most of the Free State 
and had then refused to sell any of the land, it practically violated the Treaty. 


TKST I’AI’KR \\\\ 

I (a) Supply cl title for the billowing pa^sigi* 

{()} Express the substance of it in about a tliinl of its prc.sent length 

Chmate influences labour not only by cneiAHting the labourer or by 
invigorating him, but also by the effect it prodiues on the regularity of his 
habits. Thus we find that no people living in a very northern latitude have 
ever possessed that steady and unflinching industry for which the inJiabitanlH 
of temperate regions are remarkable. In the more northern countries the 
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severity n{ the weather, and, at some seasons, the deficiency of liglit, render 
it impossible for the ])eople to continue their usual out-of-door employments 
The result is that the working classes, being compelled to cease from their 
ordinary pursuits, are rendered more ptonc to desultory habits, the chain of 
their industry is, as it were, broken, and they lose that impetus which long- 
continued and uninterrupted practice never fails to give. Hence there arises 
a national character more fitful and capricious than that possessed by a people 
whose climate permits the regular exercise of their ordinary industry. Indeed, 
.so powerful is this principle that we perceive its operations even under the 
most opposite circumstances. It would he difficult to conceive a greater 
difference in government, laws, religion, and manners, than that which 
di.stinguishe.s Sweden and Norway, on the one hand, from Spam and Portugal 
on the other. But these four countries have one great point in common 
In all of them continued agricultural industry is impracticable. In the two 
.southern countries labour is interrupted by the dryne.ss of tlie weather and 
by the conseipient .state of the soil. In the two northern countries the .same 
effect is proiluced by the severity of the winter and the .shortness of the days. 
Tlie consequences is that these four nations, though .so different in other 
re.spects, are all remarkable for a eertain instability and fickleness of character, 

2. Suniinari/.c the correspondence contained m h^xamples 12, Kl, 
and 14. 

3. Write in your own words the siibstaiui' of the following - • 

(«) ICxamples 19, 20, and 35 
{!)) ,, 41, 01, and 02 

(() ., 75, 70, and 77 

4. Work the follownrig exeitises on pieds 

(u) I'!xanij)les 21, 29, 30, 44, 15, and 53 

(/)) „ 22. 23, 27. and 2S 

(c) ,. 24. 25. 38, 48, and 51 

(</) ,, 05. 00. 09. 70, 71. 72, 73. and 71. 

(c) ,. 78 to 83. 

(/) .. 84 to 87. 

(ij) 134 to 138. 



CHAPTER III 


l^SSAY \Vkitin(; 

In this chapter an attempt will he made to offer some Mi|^%vstions 
with regard to the construction of an essay or short comj)osition 
on a given subject. 1 hese suggestions will ha\ e sp('( jal, and, indeed, 
exclusive reference to such exercises in composition as are reephred 
of candidates at the various (‘xaminations in ('omim'rcial subjects. 
It Is not, of course, intendt'd to instnut thosi* who aie aln'ady 
jiractised and educated wTitcas, but the object i^ to facilitate tlu' 
preparation of that large class of students nciding for commercial 
examinations, whose education h.is, m this imjxirtant matter, been 
more or less neglected. 

TIIK STRltTlRK OF SKNTF.M’FS. The ahilitv to write clear, 
Well-formed seiiti-ncc's, is the verv foundation of good essav-wiiting. 
The wold “ SfiitcMice " signifies a ('ojuplrte thought ex])r('ss(‘d m 
words, and must begin with a capital 1 dt' rand ('iid with a full stoj). 
rill' art of ('oust meting sixpences consists in making tlu* meaning 
(|uite clear, so that the re.uler must of neiessiiv undiastand what 
is meant - and also in keeping tlu* jiarts of th(' st ntenci' in proper 
lelation to each other, bringing forward the pniuipal j)arts and 
keej)ing the subordinate in the background. 

In studying examples and in working the rxercisc's which follow, 
in order to ensure clearness the student is ad\ised to hear in mind 
the following hints — 

(1) Choose short sentences rather than long, and use plenty 
of full stops, 

(2) Keep your sentem-es compact. Do not have loose strag- 
gling additions to the senteme-v after tlie\- aie really finished, 
and do not overcrowd them with either words or ideas. 

(3) Place airqualifying w'ords and phrases as close as jrossihle 
to the words they qualify, and never leave the reader in doubt 
as to what word in the sentence they really belong. 

(4) Bring all qualifying and dependent elauses well h^rward 
in the sentence. 

(5) Sec that each sentence is grammatical. Every sentence 
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must contain a subj«c| imd a predicate. The predicate must 
^conskrt of a finite Verb. The infinitive mood, or the participle, 

t lnot rione form a predicate. 

W TO WRITE AN ESSAY.— An essay is a short complete com- 
position upon some given subject. The merits of an ordinary essay, 
generally spealdng, may be grouped under three heads— 

(1) Subject-matter. 

(2) Arrangement. 

(3) Vocabulary. ' 

With regard to No. 1, the student shouUl have good, clear, and 
just ideas on the subject uj)on which he is writing. The ideas must 
be good, and of some value, or it is a waste of time to write them 
down. They must be clear, for he cannot hope to make plain to 
others what is not clear to himself. They must be just ; for fairness 
is a very important element in essay- writing. Arguments ha\'(' 
to be advanced and both sides of a question carefully considered, 
in order that rash statements and unjust coiiclusions may be 
avoided, 

The student cannot evolve ideas of any great value fioin his 
inner»consciousncss, and, before he can really write well, he must 
gather ideas. Indeed, no student, however great his powers of 
expression may be, or however acute his logical faculty, can write 
a satisfactory essay on a subject of which he knows nothing. It is, 
therefore, important to the commercial student that he should 
acquire sound ideas on the essential branches of business knowledge. 
If he is to be prepared for the various kinds of essays set at com- 
mercial examinations, the student must have some knowledge 
of Economic and Commercial History, Theoretical and Social 
Economics, the Theory* and Practice of Commerce, Economic 
Geography, Commercial Law, as well as a good knowledge of general 
and literary subjects. Types of such essays arc given in the 
examples. 

With regard to the aminf^ment or the way in which the ideas 
should be expressed, a certain amount of practice is necessary. 
All the ordinary rules of grammar and -composition are of great 
importance in essay-writing. Besides this, the essay specially 
demands unity of structure, careful arrangement of parts, and an 
absence of any forms of tautology or repetition of words and ideas. 
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An essay is said to kave unity of structure when it reads as one 
complete composition, so that there must be n6 stringing Wgether 
of. disjointed \ ague ideas, but one must grow out of the oth<^;80 
naturally that there seems 6ne main tliread or course of ideas running' 
through the whole. 

With regard to vocabulary, it must be admitted that much of the 
clearness and beauty of language depends on the right and due choice 
of words, I.C., style. 

In order to use words successfully, >two tilings are essential— 

(1) A clear understanding of the meanings of words; 

(2) A large stock of words from whidi to choose. 

For the first condition, study and effort aie reijuired. The 
student should nc\'er pass a word in the reading of which he does 
not know the meaning. He should, therefore, constantly refer to 
the dictionary, and should noti('<‘ the sjiedal sense in which a word 
is used. 

The second condition will be fulhlh'd almost unconsciously by the 
fulfilment of the first. The student should nc'ver i^e a word of 
whose meaning he is uncertain, and should choose simple words 
lather than long ones. \ 

HINTS ON ESSAY-WRITING - -(1) Acijuire the necessary inform- 
ation requisite to deal with the essay-subjt'ct either by obsewation 
or by the re:iding of books. Make notes of anything which strikes 
you in your reading. 

(2) After thinking over all you know about the suliject, draft, 
out a scheme either mentally or on pajx r. 1)«) not attempt to write 
without a definite plan. 

(3) See that your essay has a beginning, a middle, and an end! 
To" ensure this, it will be necessary to take a comprehensive survey 
of the topic to be dealt with, so that tin* essay may contain a 
complete and systematic view of it. 

(4) Write as if you were trying to instruct someone who is 
ignorant of the subject. 

(5) Arrange your facts in their natural sequence, The 
subject-matter of an essay may often be grouped under three 
headings — 

(d) The definition or main proposition; 

(h) The exposition or elucidation of the subject; 

(c) The student’s conclusions or deductions. 
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(6) Read the essay over carefully and correct all mistakes io 
grammar or composition Change the order of the wording if in 
any case it seems to be an improvement, and be specially watchful 
to avoid tautology. 

The student should make sure that the sense of the essay is clear 
before making his finfil copy. As in commercial correspondence, 
it is well to practise essay-writing at first with the aid of books; 
secondly, to write from memory after having j)repared the subject; 
finally, to write on a subject without any previous preparation. 


EXAMPLE 236~TIIE STRrtTTRE OF SENTEXt'ES 

Combine the following into two sc'ntences, omitting all 
superfluities and redundanciiN of ('xpression, and avoiding the 
word and-- 

Tobacc6 is merely a “ weed. ’ ' It plays no part whatever in the nourishment 
of mankind. It contains an acrid and dangerous poison. Next to the few 
leading food cereals, if plays the most important part in the life of mankind. 
With this exception, no other article of vegetable growth plays quite so important 
a part in the life of mankind. It is extensively used by millions upon millions 
of the human race throughout the world. A very large portion of the revenue 
is derived from taxes imposed on this particular substance in civilised countries. 


ANsw i*:k 

Although it is merely a *' weed," and jil.iys no part whatever in the 
nourishment of mankind (indeed, it contains an acrid and dangerous 
poison), yet, next to the few leading food cereals, there is no article 
of vegetable origin tiiat plays (pnto so important a part in the life of 
mankind as Tobacco. Not only is it extensively used by millions 
upon millions of the human lace throughout the w'orld, but m civilised 
countries a very large and growing portion of the revenue is derived 
from taxes imposed on this particular substance 

EXAMPLE 237- THE I SE HF WORDS 

Construct sentences to illustrate the use of the following 

word'V— 

Eminent, imminent ; continuous, continual ; ingenious, ingenuous ; 
presentment, presentiment ; predict, predicate ; entire, complete. 

• ANSWKK 

(1) The eminent sailor was in imminent danger of a ducking. 

(2) Before the introduction, of continuous brakes, accidents were of 
continual occurrence. 

(3) It seems strange tliat such an ingenious excuse should be put 
forward by an ingenuom child ! 
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(4) When he gazed upon the artist's fr&senttfir»i of that beloved • 
place, he felt a presenhment that he woifld never \isil it again, ’ . 

(5) We predict that he will come to a bad end, though it must be 
admitted that courage is a quality that may safely be predicated of him. 

(fi) The lady had an entire house to herself, yet not one apartment 
was coin pie ie 

EXAMPLE 2 JIH-ESSAY > 0 N rOMMERCIAL SUBJECT 

WITH SCHEME 

Scheme ~ 

I. State of England before the Revolution : 

(a) in agriculture, 

(b) in ipanufactures. 

II. Agents of the Revolution • 

(a) inventions, 

(b) coal. 

III. Effects of the Revolution . 

(a) on agriculture, 

(b) on manufactures, 

(cf on transit roads, canals, railways, and ports. 

I, — In order to appreciate fully the immense changes brought about between 
1760 and 1830 by the Industrial Revolution, we must examine briefly the 
conditions, both of agriculture and of manufactures, which existed before it 
took place. 

(a) Agriculture had, of course, existed from the earliest times in a more or 
less primitive state ; but, though improvements had taken place, the farming 
of the eighteenth century was carried on, as regards both corn -growing and 
cattle-breeding, on unscientific and wasteful lines. It was the age of the 
peasant proprietor and the village system, when the common field was divided 
up into lots and cultivated by its temporary owners single-handed. Gradual 
changes had, however, long been taking place, and the Industrial Revolution 
only gave the final blow to the old system. New methods were being intrr^uced 
by such men as Townshend, who discovered the principle of the rotation of 
crops, and Bakewell, the first really scientific sheep-breeder. Capitalists were 
beginning to turn their attentions towards agriculture; the old common 
fields were being abolished ; common lands were being enclosed. Sure, 
if slow, progress was thus being made, and in agriculture the transition 
between old and new was, therefore, not so abrupt as was the case with 
manufactures. 

(b) Before the Industrial Revolution, the manufactures of England were 
carried on under the domestic system, the chief being the spinning and weavi^ 
of wool. The master workman who was often a (workman) farmer as weU, 
or was at least connected closely with agriculture, would work in his own hotM, 
making up the products of his own district, assisted in his work by mem^s 
of his own family, or possibly by a few apprentices or journeymen. This 
system became in time rather more complicated, the craftsmen bega» to special- 
ise more, and a master manufacturer would give out the rough wool to be ^mn 
in one village, receive back the yarn, and distribute it among the 

of another locaUty, and finally send it to a third centre for dyeing. All ^s 
led to a great loss of time, especiaUy when we consider the bad *^te of the 
roads. However there were advances to the system, and as 
was not overpowering, and the workman always had ai^lture to fw ^k 
upon, the loss of time did not have a very bad efieet the weavers hved in 









